User Info v.11

The User Info screen allows you to search for users and view user records. From the User
Info screen, there are two ways to search for users: the Search Screen and the User List.
Once a user is selected, you can view the user’s record, add or edit user information, or log
in as the user.

¢ Inorder to customize User Info and identify the tabs that display via SIS > Users > User
Info and/or ERP > Human Resources > Employee, navigate from the Users menu to
User Fields.

€ See Permissions, for information on viewing, adding, deleting, and editing SIS and ERP
profile permissions.

Navigating & Searching

1. In the Users menu, click User Info.

J° Setup Search...

& _Suderts

Add a User

Mass Assign User Info

(5 Scheduling

My Preferences

v Crades

2. From the Search module, select the Search Screen tab. This displays the Find a User module,
which includes a search bar, the More Search Options feature, and options to Search All
Schools, Include Parents, Include Inactive Users, and Only Show Most Recent Enroliment
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& Search Screen | UserList Customized List
| . Find a User
User [[Isearch All Schools
@ %lmlude Parents
Include Inactive Users
e More Search Options [Clonly Show Most Recent Enrollment
o

¢  If searching for users containing invalid profiles, select the Include Parents check box
to include them in your search.

€ Select the Only Show Most Recent Enroliment check box for the most recent
enrollment determined by start date, then end date, and finally by user_enrollment id.
When this option is selected:

« A new user with no profiles assigned (enrolled) at all will show up as an “Invalid
Profile."

* If a user has multiple profiles at one school, it will return the most recent enrollment
at that school (there will be one record row for that user).

« If a user has profiles at multiple schools, it will return the most recent enrollment at
each school (there will be one record row for that user at each school).

3. Enter user name, user ID number, or EIN in the User text box.

The search bar is not case sensitive, and full or partial entries can be in either a “first last” or
“last, first” format. The comma is necessary in the “last, first” format. A full user name or ID
number can also be entered into the search bar. Searching for “ab” will pull every user whose
first or last name begins with “Ab” into the search results. To pull last names that start with Ab
add a comma: enter Ab, in the search box.
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Focus High School - 0041 ¥ | 5IS
Lizette Garcia
2022-2023 ¥ 15t 9 Weeks ¥ @

Search Screen

User List

Customized List

Find a User

User[Ab

More Search Options

[Isearch All Schools

Uinclude Parents

Uinclude Inactive Users

[CJonly Show Most Recent Enroliment

Focus High School - 0041 ¥ | sIS
Lizette Garcia

O BB S

%

J ¢ €S 08 a %

2022-2023 ¥ || 1st 9 Weeks ¥ m

Search Screen UserList Customized List
User: Ab
45 Users | [(®] send Messages | [Z[..1 OFF |Search |
User LocalID  StaffID  Profiles Photo Schools
Abernathy, Nora Robin 3105 3105 Teacher g Focus High School - 0041
Abernathy, Nora Robin 3105 3105 ERP-MCSD Employee u 1111 - Employee Self Service
Ab . Dalila 24869 24869 Teacher . Focus Elementary School - 0311
Ab Donnl| 25138 Parents . All
Ab _ Edipo 24714 Parents . All
AL Lelis 26344 Parents . All

i

If your district uses the UUID, the unique identifier utilized in Focus' Third Party
Systems, and the field is enabled via Users > Profiles > User Fields, you can search for
users using one or many UUIDs. Type the applicable UUID in the User text box.

4. Click More Search Options to search for groups of users with similar information in any
number of user fields and/or user data.

User

More Search Options
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a. Click the More Search Options button in Find a User to display a list of modules that can

be opened and closed with the gray triangle. Set as many selections as needed to yield more
specific search results. In the example shown, the user search will be defined by the Teacher
Profile and the Female Gender. When all parameters have been set, click the Search button.

Profile | Teachar

Job Classification Code

A

Previous Legal Name

E-mail Address

Florida Education
Identifier

Florida Educators
Certificate Mumber

Phone Number

Social Security Number
Staff Number Identifier,
Local

Medicaid Claim Code

Experience Length
(Years) Betergan &

Gender Female |

Teachers
Communications Log
Charter/Contracted Emp Info

All resulting users will display in the User List. When you find the correct user, click on the user's
name to open the user's record. As shown in the image, the users are defined by Gender:
Female, and the only Profile displayed is the Teacher Profile.

Focus High School - 0041 ¥  sIS
'Fw User Info Lizette Garcia
2022-2023 ¥ || 1st 9 Weeks ¥ m

Search Screen User List Customized List

Gender: Female I

67 Users [ [(2] Send Messages | [[Z1.1] OFF | [Search |

Local Staff
ID D

User Profiles Photo Schools

e ]
Roxy, Fridd ﬁ ' i
% 3014 3014 | Teacher Focus High School - 0041

Focus High School - 0041

Doss. Hoberl 5941 2041 | Teacher Focus High School - 0041

Garson, 2978 2978 | Teacher Focus High School - 0041

#
a
| &
C]
et
@ |OWL MISS 3087 3097 | Teacher
&
=
@
@
=

an 2089 20889 | Teacher Focus High School - 0041

Samson

R mﬁnnie 3071 3071 | Teacher
i Elena Bonnie
B

Focus High School - 0041

fofofo e & -
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5. Click the User name to open the user's record.

g

Focus High School - 0041 ¥ | IS
Lizette Garcia

2022-2023 ¥ || 1st 9 Weeks ¥ @

«}5 Search Screen User List Customized List
. Gender: Female
‘ &b | 67 Users [ '®| Send Messages |search |
6 User :.I:?cal ﬁ:taﬂ Profiles Photo Schools
[ g™
#* | Roxy, Fridda ] R
Tt 3014 3014  Teacher » Focus High School - 0041
et =W o
@T OWL, MISS 3087 3097 Teacher @ Focus High School - 0041
Ei Doss, Robert .
Powers 2241 2941 Teacher Focus High School - 0041
= | )
e gmg R 2978 2978 Teacher . Focus High School - 0041
g Hei 2089 2089  Teacher . Focus High School - 0041
cu- =
1
Samson, i o
§ Elena Bonnie 3071 3071  Teacher . Focus High School - 0041

6. Clicking the user’'s name navigates to the User Info screen. The user’'s name is displayed in
the top left corner of the screen as well at the top right corner. The name in the top right corner
has a small red X next to it; this can be clicked in order to close the user and start a new user

search.

Focus High School - 0041 ¥ sIS

Lizette Garcia

2022-2023 ¥ 1st 9 Weeks ¥ m

& |8
& 3014 E)
| #
®
A Filter fields...
# Certifications
L Charter/Contracted Em...
= Cemmunications Log
= Employee Summary
@ General L ]
@ Permissions
i Teacher Schedule L ]
-
H
i

b —t‘ ROX\/, Fridda Lizette AvuditTrail  UserFiles

8 General

Last,FirstM  RroXy, FRIDDA L
Last, Nickname ROXY, FRIDDA
FirstInit FRIDDAR
Pay Type

Job Code

Clinclude Inactive
'Roxy, Fridda (3014) i

O K

* Job Classification Code | 1 - Instructional Personnel

Job Code & Title
Contracted Salary Amount

Previous Legal Name

Gender | Female

E-mail Address lizetteg@focusschoolsoftware.com

Experience Length (Years) 10.0

Florida Educators Certificate Number 1111111

Phone Number

Social Security Number 999-99-9999

gy |

7. To return to your user search, click Back to User List.

User Info v.11

Page 5



Focus High School - 0041 ¥ sIs

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

&b F ‘ o . . " " [Cinclude Inactive
‘) Roxy’ Fridda Lizette AvditTrail  UserFiles
] - xv. Fridda (3014
3014 &= . Focus High School - 0041 ¥ | 515
| -] Unser Infa | @ LZee GAER | 0222023 ¥ | 15t Weeks ¥ Eg > »)
@ & | search Screen | UserList Customized List
& |Gender: Female
| Fiterfields.. | e g
statt
@ |user ! Profiles  Photo Schaols
# Certifications L —
a = @f—m‘ 3014 3014 Teacher a Focus High Schaol - 0041
Charter/Contracted § . b
& Communications Log| @ |QU-MSS 3007 3007 Teacnar @ Focus High Sehaol - 0041
g
B Employee Summary | g 2841 2841 Teacher . Focus High Schaol - 0041
B £
General @ %ﬂ 2978 2978  Teacher . Foous High School - 0041
P - o Tl ®
Permissions
P &%‘ﬁn}. 2089 2089 Teacher . Focus High School - 0041
e ]
Teacher Schedule =
' 3071 3071  Teacher . Focus High School - 0041
A i ]
i i 3085 3085 Teacher @ Focus High School - 0041
¢
- [ B
(lla 0 w0t Tewner @) Focus High Schaol - 0041
i A =
%ﬂn 3134 3134 Teacher . Focus High Schaol - 0041
=
mﬂ A213 3213 Teacher . Focus Hioh Schaol - 0041
Q 05 print v IMessenger @ Help 8l Logout
Social Security Number 999-99-9999
Q | 0 Back to User List | ) Messenger © Help 81 Logout

8. At the top-left of the user's record, beneath the user's name, click the badge icon.

Lizette Garcia

"8

3014

=

QB P %

'

AF Filter fields...

%,

Certifications

L 4

Communications Log

8\ ROXY, Fridda Lizette AwuditTrail  UserFiles

8 General

Charter/Contracted Em...

Last, First M Roxy, FRIDDAL
Last, Nickname ROXY, FRIDDA

FirstInit FRIDDAR

€ Only users with the profile permissions to Print ID Badges will be able to view and click
on the badge icon.
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¢) See Printing an ID Badge for a Single User from User Info for more information.

9. Along the top of the screen, next to the user's name and ID, an Audit Trial tab displays. Click
on the tab to navigate to the Audit Trial screen (Users > Audit Trial). The Audit Trail displays
changes made to the user's information, not the user's actions.

) Focus High School - 0041 ¥ sIs Fridda
Fw User Info v Lizette Garcia ® ﬁ
2022-2023 ¥ 15t 9 Weeks ¥ E Roxy

|83 [T
g . . 4 [Cinclude Inactive
b Audit Trail User Files
o | Roxy, Fridda Lizette (Fowy, Fdda BOT4) v
3014 E
@ H
~ Filter fields... 8 General
o] -
Certifications
q'j Last,FirstM  RoOXY, FRIDDA L
. Charter/Contract] Focus High School - 0041 ¥ sI15
Audit Trail =« Lizette Garcia |- o oot~ € L xm Prigde
= Communications 2022-2023 ¥ | 1st 9 Weeks ¥ e
= L
Employee Summaj & User: Roxy, Fridda Lizetle |¥ Editing User: ¥ FromDate: | ToDate:|
¢ General = e
"
,
* Teacher Schedule o
1 e ) (] EEE S o)
4 Action & Date + Editing User & User & 1.3 Form 4 LogTable # Changes
§ il Updated By  First Name :.
Eiﬂ UPDATE 07/15/202209:41:3% Garcia, Lizette  Rowy. Fridda Lizette 47.204.130.247 Before 3014 Fry
@ After | 27392 Fridda =
Experience Length (Years) 10.0
Florida Educators Certificate Number 1111111
Phone Number
Social Security Number 999-99-9999
L Q 41 Back to User List ] Messenger & Help &l Logout

10. Select the Include Inactive check box to include inactive users in the user pull-down
directly beneath it. Using the pull-down, you have the ability to scroll through all users and
quickly open a different user’s information screen.
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Focus High School - 0041 ¥ sIs
w UserInfo r Lizette Garcia x
2022-2023 ¥ 1st 9 Weeks ¥ m

# B poxv Fridda Lizette AuditTrail  UserFiis Hinclude Inactive
a | XY, (Roxy, Fridda (3014) [ ]
3014
| # | & |
O
A Filter fields... S General
# Certifications
) Last, First M ROXY, FRIDDAL
“@7 Charter/Contracted Em... Last, Nickname ROXY, FRIDDA
‘q Communications Log FirstInit FRIDDAR
B Ernployee Surmmary Pay Type
@ General o JolrCoda
g Permissi * Job Classification Code |‘I - Instructional Personnel .
Brmissions
Job Code & Title
i Teacher Schedule ® <
-1 Contracted Salary Amount

11. Underneath the user pull-down are a few other options. If any user data is changed, the
Save button will turn red and become active for clicking in order to save all changes. If no
changes are made, the Save button will remain inactive (gray).

¥ Include Inactive ¥/ Include Inactive
Garcia, Lizette (75) ¥ [Garcia, Lizette (75) v

a. Click the Printer icon in order to print user info.
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Focus High School - 0041

¥ sIs

Fm UserInfo = Lizette Garcia x Fridda
2022-2023 ¥ | 1st 9 Weeks ¥ E Roxy
& 8™ Ulinclude Inacti
: . i i Audit Trail  User Files nclude Inactive
g | Roxy, Fridda Lizette Ry, Frides (3070)
3014
A Filter fields... 8 General
o Certifications
: ! Last, FirstM roxy, FRIDDAL
= Charter/Contracted Em... Last, Nickname  poxy FRIDDA
E:;)] Communications Log Firstinit FRIDDAR
&= Employee Summary Pay Type
3 General ® Job Code
b * Job Classification Code |1 - Instructional Personnel
w Permissions
Igh Job Code & Title
Teacher Schedule L ]
Contracted Salary Amount
. Previous Legal Name
]
Gender |Female
il
; E-mail Address lizetteg @focusschoolsoftware.com =]
i. A print preview pop-up displays with the option to print all data available on the open
tab. Click Print.
SIE22, 239PM User Info .
s Print 2 sheets of paper
.. Roxy, Fridda Lizette
s014E Destination 5 HP ENVY 4500 series
Pages
3 General
Last, FirstM ROXY, FRIDDAL Copies
Last, Nickname ROXY, FRIDDA
Layout Portrait
First Init FRIDDAR
Pay Type

Job Code

Job Classification Code

JobCode & Title

Contracted Salary Amount

Previous Legal Name

Gender

E-mail Address

Experience Length (Years)

Florida Educators Certificate Number

Phone Number

1 - Ingtructional Persannel

Female

lizetteg@focusschoolsoftware.com

100

1

More settings

Cance' m

b. If the search conducted results in more than one user, you have the option to click on the
arrows shown. Note that only the right arrow is active for (Next User in Search) because the
first resulting user was selected from the list. If the right arrow is clicked, the left arrow
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(Previous User in Search) will become active, as shown in the second image. In the second
image, the right arrow is now inactive because M. Garcia is the last user in the resulting list.

[Include Inactive
'Garca, Lizette [?5) 'GARCIA, Ml . (1200 .

Y I o o

Mext User in Search Previous Uset in Search
|

¥ Include Inactive

c. To log in as that specific user, click the button. Click the Log in as (username) icon to log
in as that specific user. The button displays if you have permission to log in as the user
selected.

[Include Inactive
|Garcia, Lizette (75) v

Log In as lizetteg

i. Logging in as another user will navigate away from the User Info screen to the selected
user’'s portal page, as shown in the image. To navigate back to your own portal page, click
the user pull-down, and select your name.

School - 0321 ¥

Addington (ERP-...
““““ 4th 9 Weeks ¥

[Finer ]
& | |Portal - Sacial Counselor .
~_ Addington (ERP-MCSD Employee)
a Lizaﬂs Garcia (System Administrator)
@ Alerts Find a Student
o | [Demographics L]
There are no alerts sudentGow M)
~ Search All Schools
wrh Include Inactive Students
o
%= More Search Options m
£
‘ Favaorites/Recent Programs School Folder

il Favorites Recent Programs [ View Dismissed

You have no favorites yet No Items Found Date Published  Download Report Dismiss

Student Demographic

d. If a user's account is locked due to exceeded login attempts, it can be unlocked directly
from the User Info screen. At the top-right of the user's record, a red lock icon displays if the
user's account is locked. This icon only displays if the user's account is locked. Click the icon
to unlock the user's account, which will allow them to sign into their Focus account again.
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. Focus High School - 0041 ¥  sIs Fry
i vicerso2) Userlnfo g O [
2022-2023 ¥ | 3rd 9 Weeks v [Eag Y

Ro Fry L Auditon [Jinclude Inactive
a -. XY, |Roxy, Fry (301 - ™
3014
P Save n
e Filter fields... S General
R -
Certifications Last, FirstM  ROXY, FRY L
J Charter/Contracted Em... Last, Nickname ROXY, FRY
lii Emplovee Summary FirstInit FRYR
== General [ ] Pay Type X2 INSPERS/12 MONTHS
& rmissions JobCode 51028 TEACHER, LANG AR-SH
& Teacher Schedule [ ] * Job Classification Code 1 - Instructional Personnel .

User Information

1. From the User Info screen, once a user is selected, click the user's name.

Userinfo & Lizette Garcia

e 5 m— : : - - '
L KRN Roxy’ Fridda Lizette | AuditTrail  UserFiles
4 =
3014 |22
| #
®
A Filter fields... 8 General
* Certifications
_ Last,FirstM poxy, FRIDDAL
@ Charter/Contracted Em... Last, Nickname ROXY, FRIDDA
£ Communications Log FirstInit FRIDDAR
= Employee Summary Pay Type
@ General ® Job Code
@ Permissi * Job Classification Code |‘I - Instructional Personnel
ermissions

lah Fada F Tiila

This displays the user's General Information including the user's First Name, Middle Name, Last
Name, Name Suffix, Username, E-mail Address, Password, and more.
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Focus High School - 0041 ¥ sIs Fridda
'Fw User Info ir Lizette Garcia x
2022-2023 ¥ 1st 9 Weeks ¥ m Roxy

4 - R Fridda Lizette AuditTrail  UserFiles Clinclude '“‘C‘Ct“’e
a = OX\é ridda Lizette [Roxy, Fridda (3014)
3014
|# @ | -
®
A General Information
t
q;i‘ Fridda Lizette Raxy
o *First Name Middle Name *Last Name Name Suffix
= fry lizetteg@focusschoolsoftware.com B #seesves [}
Username E-mai ress Passwor Force Password Change
il Add d d Ch
@
) | . 7b28d2a3-3cc9-4b27-ab5a-
@ Attach to Users uuio
19

€ If your district uses the UUID, the unique identifier utilized in Focus' Third Party
Systems, and the field is enabled via Users > Profiles > User Fields, you can view and
edit the UUID field here.

2. Click any of the fields to edit information.

) Focus High School - D041 ¥ sIs Fridda
Fm UserInfo Lizette Garcia x
2022-2023 ¥ 1st 9 Weeks ¥ m Roxy

s s - Ro Fridda Lizette AuditTrail  UserFiles Clinclude '"aCt'Ve
a T XY, |Roxy, Fridda (3014)
3014
F O DB
®©
A General Information
e
= Fridda lLynn 1 Roxy
5 * First Name Middle Name * Last Name Name Suffix
= fry lizetteg@focusschoolsoftware.com £ *=w=s+v*» ]
Username E-mail Address Password Force Password Change
@
) | . 7b28d2a3-3ce?-4b27-ab5a-
ﬂ Attach to Users uuiD
L

3. Click Save to apply changes.

4. To hide the user's general information, click the user's name at the top-left corner of the
screen again.
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Focus High School - 0041 ¥ sIs Fridda
'Fw User Info T Lizette Garcia x
2022-2023 ¥ 1st S Weeks ¥ m Roxy

s "8 Cinel i
o i i AuditTrail  UserFiles nchide Inactive
g | = Roxy, Fridda Lizette oy, Feidds (3014) v
3014 [22]
|+ o
C]
A General Information
ot
@ Fridda Lizette Raoxy
5 * First Name Middle Name * Last Name Name Suffix
g fry lizetteg@focusschoolsoftware.com B4 weervees O
Username E-mail Address Password Force Password Change
@
( B 7b28d2a3-3cc5-ab27-2652-
@ Attach to Users uuiD
e

¢ To print an ID badge for the user, click the badge icon next to the user's ID. The Print ID
Badges screen will display with the student already selected.

"8

s ' Ro ry L AuditTrail
- 3011 =3
| #

The Standard Tabs

All district sites come equipped with User Info; however, the tabs displayed here are all
customizable, and, therefore, will vary for all districts. However, there are a few standard
tabs that are built into the software and uneditable, such as Permissions and Teacher
Schedule. Other tabs, such as W4, are built in but can be customized; therefore, the title of
the tab may vary. For information on how to set up and customize the tabs, see the article
titled, User Fields.
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1. A selected tab has been selected to open by default. You can see all other tabs available for
this user along the left side panel.

Focus High School - 0041 SIS

Lizette Garcia

2022-2023 ¥ 15t 9 Weeks ¥ m

e |
w{b . . 3 . - include Inactlve
Audit Trail User Files
a .. Roxy, Fridda Lizette (Foxy. Fridda G014)
| o & | -
Py Filter fields... 8 General
e Certifications
: Last, FirstM  RoXY, FRIDDA L
4 Charter/Contracted Em... Last, Nickname ROXY, FRIDDA
Ei‘ Communications Log FirstInit FRIDDAR
= Employee Summary Pay Type
@ General Job Code
d o * Job Classification Code |‘I - Instructional Personnel .
Permissions
g Job Code & Title
Teacher Schedule
2 Contracted Salary Amount
i Previous Legal Name
#
Gender |Female .
s E-mail Address lizetteg@focusschoolsoftware.com &
Experience Length (Years) 10.0

2. Use the Filter fields... text box to quickly find a tab.

Filter fields... T

Charter/Contracted Emp...

Communications Log

ELL

Employee Demographic

General

Charter/Contracted Emp...

Teacher Schedule @

Teachers

3. Click the Expand/Shrink gray arrow to close/ shrink the panel of tabs and create more space
on the main screen. Once closed, you can click the gray arrow again to expand the panel.
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Filter fields... ELL
Charter/Contracted Emap... Hours

Communications Log Date

ELL

Ling

Employee Demographic
Leneral L]

Permissions

State Reporting
Teacher Schedule L

Teachers

20
04/03/2015

e

Cal

Garcia, Lizette
& | 75(LecalID:75) (23]

ELL

A

Audit Trail

Hours 20
Date 04/03/2015
Ling
Test M
ccC
Methods &

Curr

4. If any additions or alterations are made on any of the tabs, be sure to click the Save button
before navigating away from the screen to ensure data is saved.

ELL

Hours 25
Date 04/03/2015
Ling &
Test &
ccC
Methods &

Curr

BSave &

a. As shown in the image, any changed data will turn blue to indiciate the fields that have

been changed and not yet saved.

SIS Tabs

General Tab

Utilize the General tab by including the user’s E-mail Address, Florida Education Identifier,
Phone Number, and more. The fields shown on this tab are important to complete as they tie
into other fields in the software for reporting purposes, etc.
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)

3014 &2

Filter fields...

Certifications

Communications Log
Employee Summary
General

Permissions

Teacher Schedule

Charter/Contracted Em...

8 General
Last, First M
Last, Nickname
First Init
Pay Type
Job Code
* Job Classification Code
Job Code & Title
Contracted Salary Amount

Previous Legal Name

Gender

E-mail Address

Experience Length (Years)

Florida Educators Certificate Number
Phone Number

Social Security Number

)
= ROXY, Fridda Lizette AuditTrail  UserFiles

ROXY,FRIDDA L
ROXY, FRIDDA

FRIDDAR

[Uinclude Inactive
[Roxy, Fridda (3014) L4

> %

1 - Instructional Personnel

|Female

lizetteg @focusschoolsoftware.com

0.0
11111

999-99-5099

g

€ Note that only the following fields are built into the software; the rest of the fields
shown were customized by the district: E-mail Address; Experience Length (Years);
Florida Education Identifier; Florida Educators Certificate Number; Phone Number;
Social Security Number; and Staff Number Identifier, Local.

Permissions Tab

The Permissions tab is a standard tab meaning the fields cannot be edited. All users have
this tab displayed on the User Info page. Use this tab to assign profiles and permissions to
specific users. If profiles are set up via Users > Profiles, but the user has not been assigned
a profile from this tab, the user will note have access to anything set up.
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3 T Roxy, Fridda Lizette AuditTrail  UserFiles R FAa 0T S '"actiﬁ
3014 &

B > W
Filter fields... Permissions
Certifications Export =5 Mass Update
Charter/Contracted Em... SIS Profiles : ERP Profiles : Schools : Start Date : End Date : Comment :
Communications Log ‘ [ = ‘ [ L] ‘ [Foc... M ‘ |os/18/2022] ‘ [ | ‘ | |
Employee Summary = [ View || [AE Admin [ ¥ (Foc..[MJ 05/03/2022 05/31/2022 Focus HS n¢
General o = [View || [ELL M ¥ [Foc.. ¥ 03/27/2016 05/03/2017 Per K. Maya
Permissions == | View || [Teacher E [ (Foc...[M 07/01/2015
Teacher Schedule e Y= [ View || [ERP-MCSD Employee [¥ (ERP-Internal Account Sponsor [ [111... [ 07/01/2015

Adding a new SIS and ERP Profile

If the same information is being entered for SIS and ERP Profiles, such as Start Date and the
assigned Schools, you can set the SIS and ERP Profiles on the same line.

1. To set up a new permission, use the top blank row. Select the SIS Profiles from the pull-
down. Select as many profiles as desired.

. . Audit Trail Cinclude Inactive
Addington, [Addington, 959) ]
[ = PP
E € 2 =
Filter fields... Permissions
Certcatons s ) o Uit
Charter/Contracted Em... SIS Profiles : ERP Profiles : Schools : Start Date : End Date : Comment :
Employee Summary | | Aternate Ed ] | |ERP Intemal Account Bookkeeper [N | [Focu... [ ||03;03,r2022 ||| ||| |
General ® = |Sacial Counselor | M ¥ [Focu.. [¥ 08/02/2019
Permissions = [ERP-MCSD Employee E [ (1111-[§ 08/01/2019
4

2. Select the ERP Profiles from the pull-down. Select as many profiles as desired.
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A While you can select SIS and ERP Profiles together for the same record, it may be more
beneficial to create two separate records in case the two permissions have different
start and/or end dates.

3. Select the Schools the user should have access to using the pull-down. Select as many
schools as needed here.

4. Next, enter the Start Date. This is the date you need the user to begin using the selected
profile(s) for the selected school(s).

Permissions
s s T Mass Updste
SIS Profiles & ERP Profiles § Schools 4 | StartDate & EndDate % Comment &
‘ |Alternate Ed .‘|ERP Internal Account Bookkeeper .‘IFocu... [¥|l03/03/2022 || [09/16/2022 ||| |
== | View | | [Social Counselor H [¥| Focu.. [¥| 08/02/2019
== [ View || [ERP-MCSD Employee M B (11-.]§ 08/01/2019
q

5. The End Date is optional. If the user should only receive access to the selected profile(s) for
the selected school(s) for a specific period of time, you can enter an Enter Date.

@© The End Date field should be complete when a user becomes inactive and no longer
has access to the system. Otherwise, the user will still have access to the selected
profile(s) and school(s).

6. If needed, you can enter a Comment for the permissions given.

Permissions
E- 0 i %i = I:Iii Page Size: E. Mass Update
SIS Profiles ERP Profiles § Schools § | StartDate § End Date 3 Comment §
| |Alternate Ed = | |ERF Intemal Account Bookkeeper [ ‘ [Focu... [N | |03/03/2022 |‘|l]9;16,.’2l}22 |‘Temp. access for
training purposes|
a [ View | |[Social Counselor ® ¥ (Focu.. [¥ 08/02/2019
a | [ View | | [ERP-MCSD Employee E ¥ (1111-..[¥ 08/01/2019
4
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7. When all fields have been completed, press Enter to commit the line of data. When the line
has been committed, it will turn yellow and a delete button (red minus sign) along with a View

button will appear.

Permissions
St I Mass Upaate
SISProfiles 4 ERP Profiles & Schools 4 Start Date 4 End Date 4 Comment %
| [ .‘[ .||Focus Hi... .||o3103f2022 I‘I ||| |
= [ View | || Ed [¥ ERP Internal Account ¥ FocusHi... [W] 03/03/2022 09/16/2022 Temp. access for
== [ View | [Social Counselor ™ ¥ (Focus Hi... [¥] 08/02/2019
4 = [View | [ERP-MCSD Employee N [® (i-E.. [M 08/01/2019

A\ Pressing Enter does not save the data. To save the committed line, click the Save
button at the top of the screen.

8. Click Save. Once saved, the line will turn blue.

Permissions
Bwort 1 Mass Upats
SIS Profiles 4 ERP Profiles & Schools 4 StartDate 4 EndDate 4 Comment %
| [ .|[ .|[FocusH|... .||n3103;2022 11 ||| |
== | View | | |Alternate Ed [¥| ERP Internal Account B ¥ (FocusHi... [¥] 03/03/2022 09/16/2022 Temp. access for
= [ View || |Social Counselor M [¥ [FocusHi... [¥ 08/02/2019
4 | = [View || [ERP-MCSD Employee | M ¥ (1111-E.. ¥ 08/01/2019

9. To view one specific permissions record, click the View button.

Permissions

= )

SIS Profiles 4

ERP Profiles 4

[

[

== || View ||| Alternate Ed

'ERP Internal Account Bookkeeper

= |WEw| |Social Counselor

4 == [ View | |ERP-MCSD Employee

User Info v.11
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a. Once selected, click Return to Permissions to navigate back to the original Permissions

tab.

@ Addington,

25959 [

Permissions

Audit Trail

[Cinclude Inactive
| Addington

= = > +)

| ® Return to Permissions |

SIS Profiles |Alternate Ed

ERP Profiles | ERP Internal Account Bookkeeper .
Schools |Focus High School - 0041 ®

Start Date 03/03/2022

End Date 08/16/2022

Comment

Temp. access for training purposes.

@© You may also have access to delete a permissions record via the delete button (red
minus sign); however, doing so is not recommended. Instead, you should utilize the
End Date field as a way to end the permission originally given. If a permissions record
is deleted, it could interfere with audit trails and approval flow permissions, as well as
various other fields.

¢ Click Mass Update to update all the fields in the selected column.

o Abre _ |

3105 &3

Filter fields...

Certifications
Charter/Contracted Em...

Emplovee Summary

General [ ]
Permissions
Teacher Schedule a

[Uinclude Inactive

Audit Trail
[Abreg (3105) K2
Mass Update
P B3 Save = 2> L]
Column Value
[EndDate  [§ [02r1072021] ] [Update |
Permissions
[Pagesiee IE
SIS Profiles : ERP Profiles : Schools : Start Date : End Date : Comment :
‘ I .|I .|\Fucu.,. .||02/10!2021 \|| \|| |
= | View || |ERP-MCSD Employee E ¥ 111§ 12/26/2017  02/10/2021
4 = [ view || |Teacher . [ . [Foou... . 07/01/2015 | 02/10/2021

User Info v.11
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Adding New ERP Profiles

1. To set up a new permission, use the top blank row. Skip SIS Profiles and select the ERP
Profiles from the pull-down. Select as many profiles as desired.

Permissions
8 &) o) | 20 |  Mass Update |
SIS Profiles : ERP Profiles § Schools : Start Date § End Date 3 Comment 3
I ERP Fixed Asset Manager Focu... 03/03/2022 I
= Assessment & Accountability Admin,... [¥| [System Adminisrator [N [ W

While you can select SIS and ERP Profiles together for the same record, it may be more
beneficial to create two separate records in case the two permissions have different
start and/or end dates.

2. Select the Schools the user should have access to using the pull-down. Select as many
schools as needed here.

3. Next, enter the Start Date. This is the date you need the user to begin using the selected
profile(s) for the selected school(s).

4. The End Date is optional. If the user should receive access to the selected profile(s) at the
selected school(s) for a specific period of time, you can enter an Enter Date.

@© The End Date field should be complete when a user becomes inactive and no longer
has access to the system. Otherwise, the user will still have access to the selected
profile(s) and school(s).

5. If needed, you can enter a Comment for the permissions given.

6.When all fields have been completed, press Enter to commit the line of data. When the line
has been committed, it will turn yellow and a delete button (red minus sign) along with a View
button will appear.
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Audit Trail Uinclude Inactive

[ ]

/" Permissions

=5 s @) =)

SIS Profiles 4 ERP Profiles & Schools £ | StartDate &  EndDate & Comment 4

[ I ¥ | [Focu... [l | 03/03/2022 ||| ||l |
= [View || [¥| ERP Fixed Asset Manager ¥ Focu.. [¥] 03/03/2022
== | View || Assessment & Accountability Admin,... [¥] ' [System Administrator [ L4

A\ Pressing Enter does not save the data. To save the committed line, click the Save
button at the top of the screen.

7. Click Save.

Audit Trail include Inactive

I L]

-

]
1 ¥
P
¥

/" Permissions

SIS Profiles 4 ERP Profiles Schools & | StartDate &  EndDate & Comment &
‘ [ ] ‘[ L] ‘ [Focu... [N ‘ [o3/03/2022 ||| I‘I |
= | View | | [¥| ERP Fixed Asset Manager ¥ [Focu.. [¥] 03/03/2022
== | View || |Assessment & Accountability Admin.... [ [System Administrator E T B E

Once saved, the line will turn blue.
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Permissions

SIS Profiles 4 ERP Profiles & Schools 4  StartDate #  EndDate *  Comment &
( [ [ | [Focu... [ | [03/03/2022 ||| I |
= [ View ||| [¥] |ERP Fixed Asset Manager [¥ (Focu.. [¥] 03/03/2022
== | View | |[Assessment & Accountability Admin,... [¥| |System Administrator LM L]
|

8. To view one specific permissions record, click View.

Permissions
Eoo EEA i
SIS Profiles ERP Profiles & Schools &  StartDate #  EndDate &  Comment 4
( [ ] |[ [ ] | Focu... [N \ [03/03/2022 I\I I\I |
= || view | |( [¥] [ERP Fixed Asset Manager ¥ [Focu... ¥ 03/03/2022
= | View | |Assessment & Accountability Mmin,.... | System Administrator . ( .
4

a. Once selected, click Return to Permissions to navigate back to the original Permissions
tab.

a Audit Trail Cinclude Inactive

[ L]

Permissions ® Return to Permissions
SIS Profiles | ]

ERP Profiles |ERP Fixed Asset Manager ]

Schools |Foeus High School - 0041 ]

Start Date 03/03/2022

End Date

Comment
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@ You may also have access to delete a permissions record via the delete button (red
minus sign); however, doing so is not recommended. Instead, you should utilize the
End Date field as a way to end the permission originally given. If a permissions record
is deleted, it could interfere with audit trails and approval flow permissions, as well as
various other fields.

¢ Click Mass Update to update all the fields in the selected column.

o Abre _ |

3105 &3

Filter fields...

Certifications

Charter/Contracted Em...

Emplovee Summary

General

Permissions

Teacher Schedule

[Uinclude Inactive

Audit Trail

| Abreg (3105)
Mass Update
P B3 Save = 2> L]
Column Value
[EndDate  [§ [02r1072021]
Permissions
[Pagesiee IE

SIS Profiles § ERP Profiles § Schools § | StartDate § End Date § Comment §
‘ [ .|| .|\Fucu.,. .||02/10!2021 \|| \|| |
= | View || [ERP-MCSD Employee B | [ (1111 ¥ 12/26/2017  02/10/2021
= [ View | | [Teacher | ¥ [Focu.. ¥ 07/01/2015  02/10/2021

Adding New SIS Profiles

1. To set up a new permission, use the top blank row. Select the SIS Profiles from the pull-
down. Select as many profiles as desired.

Permissions

oo I e Upcee
SIS Profiles & ERP Profiles Schools §  StartDate 3 End Date § Comment §
‘ |Attendance District level, Attendanc... [ | .‘lFucu... .‘|03;03;’2022 || ||| |
= [ View ||| [¥) ERP Fixed Asset Manager ¥ [Foou.. [¥) 03/03/2022
= |V’Iev¢'| Ihssessment&Acoounlabilitmein,.... | Systern Administrator . | .

2. Skip the ERP Profiles pull-down and continue to Schools. Select the Schools the user should
have access to using the pull-down. Select as many schools as needed here.
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Permissions

Mass Update
SISProfiles 4 ERP Profiles 4 Schools 4  StartDate &  EndDate Comment &

| Attendance District level, Attendanc... ‘ Focu... W) |[03/03/2022 ||| Il |

= ERP Fixed Asset Manager Focu... 03/03/2022 e

= Assessment & Accountabilty Admin,... [M| [System Administrator (W [ [

4

A While you can select SIS and ERP Profiles together for the same record, it may be more

beneficial to create two separate records in case the two permissions have different
start and/or end dates.

3. Enter the Start Date. This is the date you need the user to begin using the selected profile(s)
for the selected school(s).

4. The End Date is optional. If the user should receive access to the selected profile(s) for the
selected school(s) for a specific period of time, you can enter an Enter Date.

@© The End Date field should be complete when a user becomes inactive and no longer

has access to the system. Otherwise, the user will still have access to the selected
profile(s) and school(s).

5. If needed, you can enter a Comment for the permissions given.

Permissions
Mass Update
SIS Profiles 5 ERP Profiles & Schools & Start Date § EndDate § Comment 5
| Attendance District level, Attendance Manager, ... | | Focus Hi... | |03f03;2022 | | | ‘ f:;eﬁrllg;nce
= ERP Fixed Asset Manager Focus Hi... [¥] 03/03/2022 ,
[—] Assessment & Accountability Admin, Focus Su... System Administrator
4

6. When all fields have been completed, press Enter to commit the line of data. When the line

has been committed, it will turn yellow and a delete button (red minus sign) along with a View
button will appear.
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Garcia, Lizette AuditTrail [ D'“”““"'“"“‘ﬁ

27392 &)

Permissions

Exvort [E3
SISProfiles & ERP Profiles & Schools & StartDate 4 End Date & Comment 4
| ( .|[ .||FocusHI... .||u310332022 I‘I ||| |
= [ View ] |Attendance District level, Manauen.... [ . |Focus Hi... . 03/03/2022 Attendance profil
= [View ||| [¥ |ERP Fixed Asset Manager ¥ [FocusHi.. [¥) 03/03/2022
4 = [ View || |Assessment & Accountability Admin, Focus Su... [Nl| |System Administrator | M ™

A Pressing Enter does not save the data. To save the committed line, click the Save
button at the top of the screen.

7. Click Save.

a Audit Trail [ Clinclude Inactiie
Permissions

(exvort A it EAf Pesesice

SIS Profiles § ERP Profiles § Schools 4 Start Date 5 End Date 4 Comment 4

| [ Ll ¥ |[Focu... ¥ |(03/03/2022 | | | |

== [ View | |Attendance District level, Attendanc... [W) | ¥ Focu.. [W] 03/03/2022 Attendance p1

= [View ||| [¥] (ERP Fixed Asset Manager ¥ (Focu.. [W] 03/03/2022 e—

4= [ View || |Assessment & Accountability Admin,... [ |System Administrator E | | SR

a. Once saved, the line turns blue.
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Permissions

SIS Profiles ERP Profiles Schools # | StartDate 4  EndDate 4 Comment 4
[ il ¥ | [Focu... ¥ | [03/03/2022 ||| I |
== [ View |  [Attendance District level, Attendanc... [N | ¥ (Foou.. [N 03/03/2022 ESEnEa R
= [ View ||| [¥] [ERP Fixed Asset Manager [¥ (Focu.. [¥] 03/03/2022
/== [View | | |Assessment & Accountability Admin,... [§] |System Administrator | M ™

8. To view one specific permissions record, click View.

Permissions
Export AR Fiter: EJ Passsice: IER

SIS Profiles : ERP Profiles : Schools :

[ W ¥ | Focu... ¥
== || View || Attendance District level, Attendanc... [¥] | ¥ Focu... ¥
= [ View ||| ¥ |ERP Fixed Asset Manager ¥ (Focu... [N
== | View | |Assessment & Accountability Admin,... [ |System Administrator M ]

a. Once selected, click Return to Permissions to navigate back to the original Permissions
tab.
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Cinclude Inactive

v Audit Trail .
Permissions ® Return to Permissions
515 Profiles |Al‘tendance District level, Attendance Manager, Altendance Secretary .
ERP Profiles | L]
Schools |Focus High School - 0041 L]

Start Date 03/03/2022

End Date

Comment

Attendance profiles

@ You may also have access to delete a permissions record via the delete button (red
minus sign);, however, doing so is not recommended. Instead, you should utilize the
End Date field as a way to end the permission originally given. If a permissions record
is deleted, it could interfere with audit trails and approval flow permissions, as well as
various other fields.

¢ Click Mass Update to update all the fields in the selected column.

. Ab Audit Trail Clinclude Inactive
er:l' . [Abreg (3105)
3105 Mass Update
P BSave & 2 +
Column Value
|[EndDate  [W) [021072021]
Filter fields... Permissions
Certifications [Ftter: FEGA N Pase size: IEN
Charter/Contracted Em... SIS Profiles : ERP Profiles : Schools : Start Date : End Date : Comment :
Employee Summary |_ .| |_ .| \_Focu.,. . | |02,’10!2021 ‘ | | ‘ | |
General [ ] - ‘ Ve | |ERP-MCSD Employee . [ . 111 . 12/26/2017  02/10/2021
Permissions 4 = [ View | | [Teacher M ¥ [Focu.. ¥ 07/01/2015  02/10/2021

Teacher Schedule o
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Teachers Tab

Utilize the Teachers tab by including the user’s certifications, Homeroom Number, and more.
The fields shown on this tab are important to complete as they tie into other fields in the
software for reporting purposes, etc.

[Cinclude Inactive

@ ABBOTT,DONNAB  AuditTi
’ ABBOTT, DONNA (12484)
12494 (Local ID: 10012400) E
O B
Filter fields... Teachers
Charter/Contracted Em...
[P] Passed [A] ESOL components total of 300 or more
ik Eval Sys - Cert Exp School Year ?  Professional Ed Test Status ELL Certification Status
ITS D
Permissions Clinical Educator Training (CET) ESE Collaberative Teaching (Co-Teaching) Florida Educators Certificate Number
Teachers General Knowledge Test
[P] Passed
General Knowledge Test - Math General Knowledge Test - Language General Knowledge Test - Reading

General Knowledge Test - Essay

4.

Previously Out-of-Field?

Certification
G or |
Certificate Number 3 Type y  Certificate Level Subject Area § Level 3 | Seope y | SubjAreaExam lssue Date 3 Expiratien Date §
] — ] ] - -] [ II
| 909817616 [P... [M) (1071 Vocational 049 SCIENCE m.. [N .. 03/16/2022  08/23/2024

€ Note that only the following fields are built into the software; the rest of the fields
shown were customized by the district: Certification and Homeroom Number.

1. To add a Certification for the user, enter the Certification Number; select the Type,
Certificate Level, Subject Area, Level, and Scope from the select pull-downs. Enter the Issue
Date and the Expiration Date.
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Teachers

Previously Out-of-Field?

Certification

[ el | oFF |
Certificate Number * Type & | Certificate Level & Subject Area & Level * | Scope & | SubjAreaExam * lssue Date Expiration Date &
v v v v r T v v v
U 1/[123456789 IN.... [01] Bachelor 049 SCIENCE (W | 161 ... W] | 1. W]
=] 909817616 tP... [ (07 Vocational [N (049 SCIENCE [ (... [N | [Filter | [23/2024

[1] Demonstrates Subj Area Expertise

Subject Area Points Summary [A] Adjunct
[E] Exam (NC)

Mo Records Found [G] Grandfathered

[H] HOUSSE
[L] State License O

Professional Development [N] Non-certified possessinggxpert skill’knowl...
O] Board Approved

[ = o | OFF [0] d App
[F] Pending

Certification Nen-
District & Component & | Activity * Start * |End *  SubjectArea * | Purpose * e Certification Banked Year * BankUsed * Edit &
v v v v v v v Points § " ¥ v v
v
2512007 ::AAND:
Instructional
2512007 Methadology/Fac
G Instructional Development: C FLEducators No Edit
. Methodology/Fac Schoal Cert Renewal B

Development Improvement -
School Level
(007}

User Info v.11

a. Level: The teacher’s certified Level. For levels 0-9 and A, B, C, D, H &K, all Grade Levels of
the students scheduled into the teacher’s class must match the Level indicated in order for
the Teacher to be In-Field for that Section.

b. Subject: The FLDOE defined Core Academic Subject or Endorsement Codes.
c. Type: The FLDOE defined certification Type.

d. Issue Date: The certification was awarded on this date. There needs to be a date
populated in this Field in order for the logic to work as expected.

e. Expiration Date: Date the certification was expired. The expiration date Is taken into
account when computing the Teacher's I/0 & HQ Licensure Status with Focus’ automated
feature.

f. The Scope field is used to indicate the Type of Certification, Licensure, or Qualification
Status applicable to the teacher’s position in the class being reported. The Scope field, if
populated on a Teacher’s Cert, can drastically change the automation output for Data
Element 108150 for Certification / Licensure / Qualification Status.

The Scope Explained

IE SCOPE IS & TCHR MISSING CERT & TCHR HAS CERT Element
Element 108150 will be 108150 will be
[A] Adjunct [O] Out-of-Field Board [A] Instructional Staff
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IF SCOPE IS

[E] Exam

[G] Grandfathered

[H] HOUSSE

[S] Substitute w/ RG Cert

[O] Board Approved

[P] Pending

[L] State License

[V] Virtual Teacher

[Z] Substitute 6077

[N]

[X]

User Info v.11

& TCHR MISSING CERT
Element 108150 will be

Approved

[O] Out-of-Field Board
Approved

[O] Out-of-Field Board
Approved

[O] Out-of-Field Board
Approved

[B] Substitute

[O] Out-of-Field Board
Approved

[O] Out-of-Field Board
Approved

[O] Out-of-Field Board
Approved

[11 Instructional Staff Member
Certified/ Licensed in the
Field being Taught

[B] Substitute

[O] Out-of-Field Board
Approved

[O] Out-of-Field Board

& TCHR HAS CERT Element
108150 will be

Member holding an Adjunct
Teaching Certificate

[S] Certificated Instructional
Staff member Teaching In-
Field - Teacher
Demonstrated Subject Area
Expertise

[H] Certificated Instructional
Staff in Core Subject
Qualified for HOUSSE

[H] Certificated Instructional
Staff in Core Subject
Qualified for HOUSSE

[1] Instructional Staff Member
Certified/ Licensed in the
Field being Taught

[O] Out-of-Field Board
Approved

[1] Instructional Staff Member
Certified/ Licensed in the
Field being Taught

[1] Instructional Staff Member
Certified/ Licensed in the
Field being Taught

[1] Instructional Staff Member
Certified/ Licensed in the
Field being Taught

[B] Substitute

[N] Non-Certified
Instructional Staff Member
possessing expert skill or
knowledge of particular
subject or talent appointed
by the School Board

[V] Prekindergarten
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& TCHR MISSING CERT & TCHR HAS CERT Element

IF SCOPEIS Element 108150 will be 108150 will be
instructor qualified to teach
Approved Voluntary Prekindergarten
Classes
IE SCOPE IS & TCHR MISSING CERT & TCHR HAS CERT Element
Element 131037 will be 131037 will be

Course Level Based:

[Z] Course not HQ Core (if
Course Catalog is Null/ No)
[C] Elementary Not Certified
[D] Middle/ High School Not
Certified

[G] Other

Course Level Based:

[Y] Highly Qualified (If Course
Catalog is Yes)

[Z] Course not HQ Core (If
Course Catalog is Null/No)
[G] Other

[Al. [E], [G], [H], [O], [P], [L] or
[N]

Course Level Based:

[Y] Highly Qualified (If Course
Catalog is Yes)

[Z] Course not HQ Core (If
Course Catalog is Null/No)
[G] Other

[S], [V]or [Z] [G] Other

Course Level Based:

[Y] Highly Qualified (If Course
Catalog is Yes)

[Z] Course not HQ Core (If
Course Catalog is Null/No)
[G] Other

[X] [Z] Course not HQ Core

2. If adding a new certification, use the top blank row to begin making selections.

Certification

| EEE OFF |
Certificate Number 3 Type 5 | Certificate Level Subject Area Level 5  Scope 5 | SubjAreaExam j lssue Date 5 Expiration Date §
|[] 123456789 IN... [01] Bachelar 049 SCIENCE [M] | [[6] ... |8 | (1L ... [N I
= _]|o0gBi7615 P... [ (1071 Vocational [ (043 sCiENCE M (71...[M (1. (M M o03/16/2022  08/23/2024

3. When finished, press Enter to commit the line. The line of data will turn yellow and the delete
button will display (red minus sign) when committed. Note: Pressing Enter does not save the
data.
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Clinclude Inactive
Audit Trail
. ABBOTT, ABBOTT, (12494) ]

12494 (Local ID: 10012400)
O B

Filter fields... Teachers
Charter/Contracted Em...
Certification
General
Certificate Number Type 5 Certificate Level | Subject Area 3 Level ; | Scope 5  SubjAreaExam | lssue Date Expiration Date 5
Permissions

[— ] B B BB I 1l

Teachers

Fafrafra
Cafleafe

= 123456789 [lo11Bachelor [l (049 SCIENCE [N [161... [N (1. [N | ¥ o03/15/2022
= [ 909817616 [P...[M [107Vocational [N (049 sCiENCE [M] [i7i...[N) (1. [N ¥ o3/16/2022  07/21/2022

4. Click Save to save the data. The line will turn blue once saved.

Certification
Certificate Number § Type 3 | Certificate Level 5 Subject Area § Level ;  Scope 5  SubjAreaExam § Issue Date 5 Expiration Date §
C1l | ml 1l B B B I Il
==, || 123456789 [IN... [¥] (1071 Bachelor ¥ (049 science M [e1...[8 (... [§ | [¥ o03/16/2022
== | || 909817616 (1. [Wl (107 vocational W] |04g sciENCE M (... [ (... [N | [¥] o03/16/2022  07/21/2022

Teacher Schedule Tab

€ The Teacher Schedule tab only displays for Teacher profiles or users tagged to a
course.

¢ If viewing an inactive teacher's information, select the user from the User List. When
you open their User Info screen you will notice the Teacher Schedule does not appear
because the teacher is inactive. To review the Teacher Schedule tab, select the user's
active year from the year pull-down in the header.
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- Fecus High School - 0041 v sIS
UserInfo Lizette Garcia x
Fw 2019-2020 ¥  Summer Session 2 ¥ m Samson

& . Samson, Audit Trail Cinclude Inactive
o | g 2 Samson I ]
# 0o K
(2]
w Filter fields... EA Teacher Schedule Weekly Planner  Marking Period: (2019 - Focus High School - 0041 - Full Year |
# | Certifcations Classes this teacher is teaching
ﬁj Charter/Contracted Em... P— Filter:
Ei[ Employee Summary Course : Course Numher; Section : School ; Period : Meeting Days : Room : Marking Period : Seatsc
= General L ] : : LEAD TECNQS 2400310 008 Focus High School - 0041 Period 3 MTWHF 4215 Full Year 10
@& Permissions 2| PEERCOUN3 1400320 008 Focus High School - 0041 Period3  MTWHF 4215 FullYear 25
a Toacher Schedula P 4 E E PEERCOUN 3 1400320 007 Focus High School - 0041 Period 4 MTWHF 4215 Fullear 25
. » a2 PEERCOUNZ 1400320 006 Focus High School - 0041 Period & MTWHF 4215 Full Year 25
: : PEERCOUN 1 1400300 008 Focus High School - 0041 Period 3 MTWHF 4215 Full Year a8
: : PEER COUN 1 1400300 007 Focus High School - 0041 Period 4 MTWHF 4215 Full Year 8
i : : PEER COUN 1 1400300 006 Focus High School - 0041 Period & MTWHF 4215 Full Year 8
il : : LEAD TECNQS 2400310 007 Focus High School - 0041 Period 4 MTWHF 4215 Full Year 10
: : LEAD TECNQS 2400310 006 Focus High School - 0041 Period & MTWHF 4215 Full Year 10
: : LEAD SKLS DEV 2400300 008 Focus High School - 0041 Period 4 MTWHF 4215 Full Year 20
: : LEAD SKLS DEV 2400300 007 Focus High School - 0041 Period 3 MTWHF 4215 Full Year 20

Although none of the information displayed here can be edited, it is a great tool for gaining
teacher profile information as all classes are listed, which includes Classes this teacher is
teaching, Classes this teacher is co-teaching, and Inclusion Classes.

|
5 Clinclude Inactive
! Audit Trail User Files
+1—. Roxy, Fridda Lizette (Rowy, Fiidda G0@) o
e H n

Filter fields... ER Teacher Schedule Weekly Planner  Marking Period: | 2022 - Focus High School - 0041 - Full Year .
Certifications rlencs 1001370 004 FocusHighSchool -0041  Period2  MTWHF 5109 FullVear 25
Charter/Contracted Em... 7 MUSICTHEATRE2 | 0400710 001 Focus High School 0041 Period3 | MTWHF 5109 FullYear 25

ra ) }
Communications Log T 1| MUSICTHEATREL | 0400700 001 Focus High School 0041 Period3  MTWHF 5109 FullYear 25

* 7| THEATRE 4 HON 0400340 001 Focus High School 0041 Period3 | MTWHF 5109  FullYear 25
Employee Summary ra

| THEATRE 2 0400320 001 FocusHighSchool 0041 Period3  MTWHF 5109 FullYear 25
General b r | THEATRE 3 HON 0400330 001 FocusHighSchool -0041  Periad3 | MTWHF 5109 FullYear 25
Permissions . 7| THEATRE 1 0400310 001 Focus High School 0041 Period3  MTWHF 5109 FullYear 25
Teacher Schedule ®

4 Classes this teacher is co-teaching

H CourseNumber §  Section § ' School § Period §  MeetingDays 5  Room § Marking Period y | Seats §  ReporttoDOE §

Course

ra
La

Access English3 7910130 001 Focus High School - 0041 Period2  MTWHF 4106 Full Year 25 No

Inclusion Classes

Export 5% Filter:
. i ion & . iod & i n n " iod &
Course 2 Course Number 2 Section 2 School = Period 2 Meeting Days = Room = Marking Period = Seats :
: : BAND 1 1302300 001 Focus High School - 0041 Period 7 MTWHF 5108 Full Year 25

1. To view the teacher's classes in a planner format, click the Weekly Planner slider.
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3014 B

Filter fields...

Certifications

Charter/Contracted Em...

Communications Log
Employee Summary
General

Permissions

Teacher Schedule

[A Teacher Schedule

—10:00am—
—11:00am—
—-12:00pm—
—1:00pm—

—2:00prm—

‘ -
5\ Roxy’ Fridda Lizette AuditTrail  UserFiles

( Weekly Planner

Clinclude Inactive
[Roxy, Fridda (3014) ®

O B

Marking Period: | 2022 -

Focus High School - 0041 - Full Year [

ENG3

Room: 5 109
Atodmotd
THEATRE 1
Room: 5 109
P a

ENG 3

Room: 5 109
Period: Period 5
11:11am- 12:35pm

ENG3
Room: 5 109

notodmot_an

THEATRE 1
Room: 5 109
PP

ENG3

Room: 5 109
Period: Period 5
11:11am - 12:35pm

ENG3

Room: 5109 Room: 5 109

notodnotoan

THEATRE 1 THEATRE 1

11:11am - 12:35pm

oA m_ i dn

ENG3

Room: 5 109
At_dmtan
THEATRE 1
Room: 5 10%
P

ENG3

Room: 5 109
Period: Period 5
11:11am- 12:35pm

€ The Weekly Planner will not display correctly unless start and end times are defined in
Periods setup.

2. You can click any of the courses shown via the Weekly Planner to open a new tab/window
(depending on your browser settings) of the Courses & Sections screen for that specific course.

ER Teacher Schedule
—8:00am— MRS
ENG 3
—3:00am— Room: 5 109
e, THEATRE 1
9:50am Room:5 109
Period: Period 3
9:25am - 10:15am
—11:00am—
ENG3
Room: 5 109
—-12:00pm— Period: Period 5
11:11am - 12:35pm
—1:00pm—

‘ Weekly Planner

Room: 5 109
Aetodmot_an
THEATRE 1
Room: 5 109

oA

ENG3

Room: 5 109
Period: Period 5
11:11am - 12:35pm

Room: 5 109
Aot_dn_ot_an
THEATRE 1
Room: 5 109

[

ENG 3
Room: 5 109
Period: Period 5

Marking Period: | 2022 - Focus High School - 0041 - Full Year .

Thursda

ENG 3

Room: 5 109
Aot_dn_3_una
THEATRE 1
Room: 5 109

Ao d_ A

11:11am - 12:35pm

Frida Saturda

ENG3

Room: 5 109
Aot_dn__ana
THEATRE 1
Room: 5 109

bR E_ A

ENG3

Room: 5 109
Period: Period 5
11:11am - 12:35pm
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https://focus.screenstepslive.com/s/admins/m/sis/l/692283-periods

- Focus High School - 0041 ¥ | sIs - Fridda
% Courses & Sections Lizette Garcia j
2022-2023 ¥ | 1st 9 weeks v [Eng
&” | THEATRE 10400310: Period 3 - 001 - Fridda Lizette Roxy List Students in this Section List Unfilled Requests in this Section Search
Roxy, Fridda Lizette (3014) P
1 25 iEp EEOLELL oo
g |Tacher FRoom o Baripg  MePUNODAYE  poring Sears Seats  Seats ShortName  Semesters
ptional Course History Term
| © ¥ ' Defaull Standard N
faies Altendance e Mo e aul andard one
ks o Afondanee K X o %? E.Islr;r:r fmﬁs’ Unweighted | Gragng Di Ghoose
LT A Graded ASCIS  iiive Team Grading Scale S1aNdaros Grading  posiing Parent
Sivi  Satton GPA Festriction  blank for all Scale Schame Section
ot Store Category \ntarnal for Sale gradelevels
‘@, Co-Teachers History  Florida /WDIS lusi Subs
14 Subjects #| 22 courses 1 Section
Ei[ S!.ID]EC[ Course Course Num Section
| pual Enroliment 2-D STUDIO ART 1 0101300 Period 3 - 001 - Fridda Lizette Roxy
& | Electives 2-D STUDIO ART 2 0101310 +
& | Enaiisn 2-D STUDIO ART 3 HON 0101320
1n | Exceptional Student 3-D STUDIO ART 1 0101330
| Math 3-D STUDIO ART 2 0101340
v
| NoCredit 3-D STUDIO ART 3 HON 0101350
:
Performing Fine Arts AP 2-D ART & DESIGN 0109350
il Physical Education AP 3-D ART & DESIGN 0109360
Practical Arts AP DRAWING 0104300

3. If more than one marking period apply to the teacher, i.e., if the teacher is scheduled to teach
classes in several different marking periods, you can select a different one from the Marking

Period pull-down.

S

B ROXY, Fridda Lizette AuditTrail  UserFiles
3014 &

Filter fields... EA Teacher Schedule

Certifications

Classes this teacher is teaching

Weekly Planner

[Cinclude Inactive

[Roxy, Fridda (3014)

Marking Period: | 2022 - Focus High School - 0041 - Full Year

Charter/Contracted Em...
Communications Log Course : Course Number : Section :
Employee Summary T 3| MUSICTHEATRE 3 | 0400720 001
General ® 3| cHoRUs 1 1303300 001
permissions E E ENG3 1001370 003
L a|ENG3 1001370 001
Teacher Schedule [ ] r11ENG3 1001370 004
< 3| MUSICTHEATRE 2 | 0400710 001
T 7| MUSICTHEATRE 1 | 0400700 001
I 7| THEATRE4HON | 0400340 001
3| THEATRE 2 0400320 001
© 7| THEATRE3HON | 0400330 001
3| THEATRE 1 0400310 001

School : Period : Meeting Days §  Room 3 Marking Period : Seats :
Focus High School - 0041 Period3 = MTWHF 5109 Full Year 25
Focus High School - 0041 | Period 3 | MTWHF 5109 Full Year 25
Focus High School - 0041 Period7 = MTWHF 5109 Full Year 25
Focus High School - 0041 | Period 5 | MTWHF 5109 Full Year 25
Focus High School - 0041 Period2 = MTWHF 5109 Full Year 25
Focus High School - 0041 | Period3 | MTWHF 5109 Full Year 25
Focus High School - 0041 Period3 = MTWHF 5109 Full Year 25
Focus High School - 0041 | Period 3 | MTWHF 5109 Full Year 25
Focus High School - 0041 Period3 = MTWHF 5109 Full Year 25
Focus High School - 0041 | Period 3 | MTWHF 5109 Full Year 25
Focus High School - 0041 Period3 = MTWHF 5109 Full Year 25

4. If the teacher has been scheduled to teacher specific classes, as shown in the first section:
Classes this teacher is teaching, you can click the Course link(s) to open the course.
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Weekly Planner

EA Teacher Schedule

Marking Period: 2022 - Focus High School - 0041 - Full Year

Classes this teacher is teaching

Course § Course Number &  Section 5 | School § Period 3 Meeting Days ; Room §  Marking Period § | Seats §
: : MUSIC THEATRE 3 | 0400720 D01 Focus High School - 0041 Period3  MTWHF 5109 Full Year 25
: : CHORUS 1 1303300 001 Focus High School - 0041 | Period 3 = MTWHF 5109 Full Year 25
: : ENG 3 1001370 003 Focus High School - 0041 Period7  MTWHF 5109 Full Year 25
: : . ENG3 1001370 D01 Focus High School - 0041 | Period 5 = MTWHF 510% Full Year 25
: : ENG 3 1001370 o4 Focus High School - 0041 Peried2  MTWHF 5109 Full Year 25
< : : I MUSIC THEATRE 2 | 0400710 D01 Focus High School - 0041 | Period3 = MTWHF 510% Full Year 25
: : MUSIC THEATRE 1 | 0400700 001 Focus High School - 0041 Period3  MTWHF 5109 Full Year 25
: : THEATRE 4 HON 0400340 o1 Focus High School - 0041 | Peried3 = MTWHF 5109 Full Year 25

a. Clicking the Course link will open a new tab/window (depending on your browser settings)
of the Courses & Sections screen for the specific course.

. Focus High School - 0041 ¥ | sIS i Fridda
% Courses & Sections 1/ Lizette Garcia x I
2022-2023 ¥ 1st 9 Weeks ¥ w
#° | ENG 31001370; Period 2 - 004 - Fridda Lizette Roxy List Students in this Section List Unfilled Requests in this Section Search
Roxy, Fridda Lizette (3014) |5 109 . igiéplay e
! 25 ESOLELL S
g |Tedcher Room Room g MeetngDays ooy Saats IsE:ats &a;ELL Shorthame  Semesters
Optional Course History Term
| O %? Default N
G amendnce e aul one
y s Aienaance x x xm & fxﬁs’ ______ Unweighted hd Grading Choosa
A NIA v]€y Ly e EMeCIS  HEie pggiriction ofank farall 18T Grading Scale ;‘ci"l':ms Grading  pggting Parent
Store Gategory gradelevels Scheme  Calendar Saction
P Internal for Sale
‘J Co-Teachers History  Florida /WDIS I Subs
14 Subjects 13 Courses % 5 sections
'E'i[ Subject Course Course Num Section
1 | pual Enroliment AP ENG COMPO 1001420 Period 1 - 002 - Rachel Stevens
@ Electives AP ENG LIT COMPO 1001430 Period 2 - 004 - Fridda Lizette Roxy
g Exceptional Student ENG 1 THROUGH ESOL 1002300 Period 5 - 001 - Fridda Lizette Roxy
“ Math ENG 2 1001340 Period 7 - 003 - Fridda Lizette Roxy
. No Credit ENG 2 THROUGH ESOL 1002310 +
i
lﬂﬂ Physical Education ENG 3 THROUGH ESOL 1002320
Practical Arts ENG 4 1001400
Science ENG 4 THROUGH ESOL 1002520

Attached Students

If students have been linked to users via Student > Student Info > Addresses & Contacts >
Linked Users, the students display on the Attached Students tab.

User Info v.11

Page 37


https://focus.screenstepslive.com/s/admins/m/sis/l/692354-courses-sections
https://focus.screenstepslive.com/s/admins/m/sis/l/643897-student-info

Once students have been linked to applicable users (usually parents), upon viewing the
Attached Students tab, you will see the attached students’ Student ID, Last Name, First Name,
an Enabled indicator, Enrolled School, and Enrolled Gradelevel.

Filter fields... Attached Students
Attached Students
Attached Students
Attendance setup
L= OFF
Clinic Visits [ 2 ] [
Student ID § Last Name § First Name 5 Enabled 3 Enrolled School § Enrolled Gradelevel §
Employee Summary
3086 Alz Kay Yes High School  Grade 11

General

Permissions

Click the Student ID link to open Student Info for the corresponding student.

ERP Tabs

Charter/Contracted Emp Info Tab

If your district is utilizing the Charter/Contracted Emp Info tab via ERP (Finance), the
information will display here. Depending on permissions, you may also have the ability to edit
the information displayed here. For more information specifically on this tab, see the article
titled, Charter/Contracted Emp Info.

GarCia. Lizette Audit Trail Include Inactive
75 (Local 1D: 75) Garcia, Lizette (75)

Filter fields... Charter/Contracted Emp Info
Charter/Contracted Emp... Status [Active
Communications Log Survey 2, 3and 5
ELL

Primary Schoal (0101 - HIGH SCHOOL |E|
Emplovee Demographic )

° Primary Job Code 300004 - DISTRICTWIDE TCHR LDR, MEDIA

General

Employee Type |RF - Regular full-time employee |
Permissions

Current Position Date
State Reporting
Continuous Emplayment Date

Teacher Schedule ®
Original Position Date

Teachers
? Midpoint Evaluation for Newly Hired Classro... |i]

Communications Log Tab

Utilize the Communications Log by tracking meetings and other correspondents by logging
them here. You can log the Date, the person who conducted the meeting/contact (Contact
Made By), Notes about the meeting, and supporting Files that need to be attached.
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Communications Log

Communications Log

Date : Contact Made By : MNotes From Official District Staff Communication : Files :
o |‘ | |‘ | | ‘ {Save to Upload)
= [ 7| 03/30/2020 winnj Hi John, | No Files |
( = [ ] 06/12/2021 winnj PEC completion BT1 w Mary Jo Fry | No Files |
= | 7|06/17/2022 winnj Hello John, | No Files |
== [ 1| 09/03/2019 winnj Hi John, | No Files |
== I 7|09/04/2020 winnj To send letter with 16.17 contract regarding error ta pay DOC | No Files |
== [ 1| 09/15/2020 winnj Then the CAR-PD is for you. | No Files |
= [ 7| 09/18/2021 winnj Dr. Dawkins, | No Files |

1. If you need to upload a file, hover over No Files to make the Scan, Upload, and the
expansion arrow display.

‘ 'y
Files =

] (Save to Upload)

.|  NoFiles |
Scan Upload 7Z

a. To scan a document, click the Scan button, which will open Dynamsoft for downloading.
Once downloaded, you can begin scanning documents directly into Focus from your scanner.

User Info v.11 Page 39



Scanner

Scanner -

Dynam {':.“: ™ Color Color -

Dynamic Web TWAIN is not installed

DPI 100 -
* Please manually install it Farmat PDE .
If you still see the dialog after the installation, . .
please check this article for troubleshooting. Fils Nima Pl 20180413
After installation, please REFRESH your browser. Autofeeder Duplex
Multi-Page PDF Show Scan Settings

El Ex

b. To upload a document, click the Upload button to browse your computer for files.

2 =g = B3 Deskiop 4 Qs
Favorites 1 aeting Notes
- 0 User Info Images 3 —
! E AN My Files
™ iCloud Drive
#% Applications
[ Desktop
ﬁ Documents
) Downloads
Deavices
(&) Remote Disc
[2) usezoFD - Meeting Notes
Shared
— Ward document - 22 KB
I fan=
brian-pe Croated Today, 3:44 PM
Medla Modified Today, 3:44 PM
) Last oponed Today, 3:49 PM
.ﬂ Music Add Tags. ..
[iEn Photos
F Movies
Format: Al Files 8

c. Click on the expansion arrow to drag and drop files directly into the pop-up box or click
the Choose a file or drag it here button to browse and attach a file.
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Meeting N...

Choose a file or drag it here

d. Once a file has been attached, you have the option to view the file, download the file, and
delete the file, in that order. See the image for the icons.

= Fy
Files -

(Save to Upload)

Scan

Upload 2

2. To log a new entry, use the top blank row.

g™

3014

Filter fields...

Certifications
Charter/Contracted Em...
Communications Log
Employee Summary
General

Permissions

Teacher Schedule

= ROXY, Fridda Lizette AuditTrail  UserFiles

Communications Log

Communications Log

B Save

Uinclude Inactive

[Roxy, Fridda (3014)

Date 3 Contact Made By & Notes From Official District Staff Communication Files 3
I[ 1 |los/18/2022 | ||Lizette Garcia || |Discuss Temp Leave in October || (save to Upload)
= [ ] 04/16/2019 winnj Needs Drama | No Files |
= || | 05/13/2020 winnj Drama K-12 | No Files |
= | . 06/14/2022 winnj Hi Michele, Meeting Notes docx @3 @ ‘
= [ ] 08/23/2022 winnj Exhibit A Supplemental Position: Freshman Class Sponsor | No Files |

a. When all information has been entered, press Enter to add the line.
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el

" " Cinelude Inactive
Audit Trail User Files
-. Roxy, Fridda Lizette Roxy, Fridda (3014)

3014 E
- T - R -

Filter fields... Communications Log

Certifications

Communications Log
Charter/Contracted Em...

Commnications Log G or |

Date § Contact Made By & Notes From Official District Staff Communication 5 Files 3
Employee Summary
i . ol 1] i | (save to Upload)
= [ ] 08/18/2022 Lizette Garcia Discuss Temp Leave in October (Save te Upload)
Permissions p— Needs D | |
=] 04/16/2019 winnj eads Drama .
Teacher Schedule ] - —
= [ ]| 05/13/2020 winnj Drama k-12 | No Files |
= | | 06/14/2022 winnj Hi Michele, ‘ Meeting Notes.docx @ (%) ‘
B - [ ] 08/23/2022 winnj Exhibit & Suppl ntal Position: Freshman Class | Mo Files |
b. When finished, click the Save button or none of the data will be saved.
- [inelude Inactive
i H Audit Trail  User Files
-. Roxy, Fridda Lizette [Rowy, Fridda (3014) o

3014 E
= O B

Filter fields... Communications Log

Certifications

Communications Log
Charter/Contracted Em...

Commnications Log G or |

Date § Contact Made By 5 Notes From Official District Staff Communication § Files &
Employee Summary
rAa
(Save to Upload)
General ] Lol ||| i ||
o = | | 08/18/2022 Lizette Garcia Discuss Temp Leave in October (Save to Upload)
Permissions - | |
= | | 04/16/2019 winnj Needs Drama No Fil
Teacher Schedule L =
= [ | 05/13/2020 winnj Vit el | No Files |
= T 1) 06/14/2022 winnj Hi Michele, ‘ Meeting Notes.docx @ | (%) ‘
B - [ ] 08/23/2022 winnj Exhibit & Suppl ntal Position: Freshman Class | Mo Files |

ELL Tab

You can utilize the ELL tab to document ELL specifics that pertain to certifications, etc. for
specific users, as shown in the image.

User Info v.11 Page 42



ELL

Hours 20
Date 04/03/2015
Ling #
Test &
CCC
Methods #

Curr

€ The certification data entered here will be utilized by the district's HR department;
however, it is important that certifications be entered on the Teachers tab.

Employee Summary

Click the Employee Summary tab to review the user's employee information, such as Full
Name, Contact Info, Active Positions, Salary, etc.

User Info v.11 Page 43



Employee Summary

Employee ldentification Number
Full Name

W4 Information

Home Address

Mail Address

Contact Info

&
¥

=3 o)

Type

Home Phone
Maobile Phone

Q0000075

GARCIA, LIZETTE

Filing Married, 0.00 Allowances, + 0.00, (Exempt)
5590 LAKES LAME, 5T. PETE, FL 33710

5590 LAKES LANE, ST. PETE, FL 33710

A
Info =

727-672-0939
727-890-B788

Employee Demographic Tab

Utilize the Employee Demographic tab to document employee specifics, such as Original Hire
Date, Continuous Employment Date, Birthdate, Marital Status, etc.

Filter fields... Employee Demographic

Address
Employment Dates:

Certifications
Charter/Contracted Emp ... Original Hire Date

Leave Accrual Date

Communications Log

Contact Continuous Employment Date
Dependents Rehire Date
Direct Deposit 4 Regular Service Separation Date
ELL Separation Reason
Education Years of Experience
Emergency Contacts Benefits:

i e Bl ACA Assessment Date
Employee Summary ACA Offered

Exigent Circumstances ACA Stability Date

Fingerprints ACA Status

= . - = P

03/07/2012

02/09/2021

In Stability
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Personnel Evaluation

Utilize the Personnel Evaluation tab by including the user’s evaluations, which include the
Fiscal Year the evaluation took place, the Final Evaluation (Mid Year or Full Year), Evaluation
Rating, etc.

Personnel Evaluation

Personnel Evaluation

Fiscal Year : Final Evaluation : Evaluation Rating : Leadership : Practice : Responsibilities : Performance : Measures :

[1[2021 | |[FuYear [N (C-HighyEfe... N | || || I |

State Reporting Tab

Utilize the State Reporting tab by including the user’s Qualified Paraprofessional information,
Performance Pay, and Reading Endorsement Competencies, etc. The fields shown on this tab
are important to complete as they tie into other fields in the software for reporting purposes,
etc.

State Reporting

Qualified Paraprofessional | Has an agsociate’s or higher degree
Mentor Supervising Educator Ii
Multidistrict Employee, Acsignment |dentifier

Multidistrict Employee, District Number
Performance Pay | Yes E
Principal Certification Program
Reading Endorsement Competency 1 | Y-Yes, the instructional staff member completed Competency. [l
Reading Endorsement Competency 2
Reading Endorsement Competency 3
Reading Endorsement Competency 4 [E
Reading Endorsement Competency 5
S - — =

W4 Information

€ This tab will only display for districts utilizing the ERP system, as this information pulls
from and ties directly into the Human Resources/Payroll module.
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Utilize the W4 Information tab by including the user’'s W4 Status, Allowances, exemptions, etc.
The fields shown on this tab are important to complete as they tie into other fields in the
software.

W4 Information

W4 Status | Married

? Uses Multiple Jobs
W4 Allowances Under 17
W4 Allowances Other
‘W4 Additional
4a Other Income (per check)
4 4b Deductions (per check)
? Additional Federal Tax

Electronic W2
? W4 Allowances
W4 Exempt [_]

IRS Lockout

IRS Lock Start

IRS Lock End

IRS Lockout date range: When within the entered IRS Lockout date range, employees will not
have access to enter W4 Information until after the IRS Lock End date.

Editing the User Photo

Users with the profile permission "Allow Editing User Photo" for User Info can edit the
user's photo directly in the User Info screen.

1. In the user's record, hover over the user's photo at the top-left corner of the screen.
A pencil icon is displayed.

2. Click the pencil icon.

Backman,
13676
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The user's existing photo is displayed in the pop-up window. The existing photo must be
deleted before a new photo can be added.

Upload Photo

Upload Photo

Choose afile or drag it here H Take Photo

4. In the confirmation message, click Yes.
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Are you sure you want to delete | Bayerl.jpeg?

Cancel Yes

5. To upload a file from your computer, drag the file into the provided area or click Choose a
file and select a file from your computer.

Upload Photo

No File

The new photo is displayed in the window.
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Upload Photo

Choose afile or drag it here

Take Photo

6. To use your computer's camera to take a photo, click Take Photo.

Upload Photo

No File

Choose a file or drag it here

Take Photo

Your camera is activated.

7. Click Take Photo.
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8. Click and drag the blue photo borders to crop the photo. Click and drag the photo itself to
readjust the photo within the borders.

9. Enter the Height and Width at the bottom-right of the screen to adjust the photo
dimensions.

10. Click Retake Photo to retake the photo, or click Upload to upload the photo.

The new photo is displayed in the window.

Upload Photo

11. To download a user photo to your computer, click the download icon beneath the photo.
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Upload Photo

Choose a file or drag it here Take Photo

12. Click the red X at the top-left corner of the window when finished.

Upload Photo

Choose a file or drag it here H Take Photo
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Deleting a User

When the permission Allow Deleting Users is enabled via Users > Profiles > Users tab, a trash
can icon displays on the corresponding screens, which allows you to delete users. Note: The
trash can icon only displays when there is no data in the following tables:

+ students_join_users: Parents logged via SIS > Students > Student Info > Addresses &
Contacts tab > Linked Users section.

+ course_periods: Teacher logged via SIS > Scheduling > Courses & Sections > Subject > Course
> Section.

+ gl_request: Users who submitted a form via ERP > Forms.

+ gl_ap_request: Users who submitted a PO request via ERP > Purchasing/Accounts Payable >
Purchase/Request Orders or Internal Purchase Requests/Orders.

« user_enrollment: SIS > Users > User Info > Permissions tab and/or ERP > Human Resources >
Employee > Permissions tab.

1. In the Users menu, click User Info.

° Setup Search...

8 _Students

Add a User

O Scheduling Mass Assign User Info
My Preferences

v e

2. Conduct your user search. See Navigating & Searching for more information.

Focus High School - 0041 ¥  sIS
User Info v Lizette Garcia
2022-2023 ¥ | 1st 9 Weeks ¥ m

& Search Sereen  User List Customized List
[
| #
User| [Jsearch All Schools
O %I nclude Parents
Include Inactive Users
AF Mare Search Options [CJonly Show Most Recent Enroliment
oo Search

3. Click the delete button (trash can icon) to delete the user.
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https://focus.screenstepslive.com/admin/v2/internal_links/643897?type=lesson&site_id=16111#linking-users-to-students
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https://focus.screenstepslive.com/admin/v2/sites/16111/toc/manuals/67613/chapters/236154?showArticle=1101344#permissions-tab

Focus High School - 0041 v SIS

Lizette Garcia

xn Liana
Hungry

2022-2023 ¥ | 4th 9 Weeks ¥ m

s & Hungry, Liana  AuditTrai
& 27438 &=
| #
C]
» Filter fields... S General
s Certifications Last, First M
L Charter/Contracted Em... Last, Nickname
& Employee Summary First Init
B General L ] Pay Type
@ Permissions Job Code
@ 4 * Job Classification Code
= Job Code & Title
Contracted Salary Amount
Previous Legal Name
’ Gender
ik E-mail Address

[Cinclude Inactive

=

HUNGRY, LIANA
HUNGRY, LIANA

LIANAH

7 - Executive Leadership Team

Female

4. From the pop-up window, click Yes to delete the user.

Are you sure you want to delete this User?

The user is deleted and Focus navigates back to the Search Screen.

Additional Features

Use the Filter text box located at the top of the pull-down for a quick search. Begin typing the

name of the desired field.

Highest Degree Earned | Masters

Highest Degree Earned IMastars

Retirement Eligibility Date
State Retirement Sys Num
ACA Assecsment Date
ACA Offered

ACA Stability Date

ACA Status

Gender

Ethnicity (Hispanic or Latino)

|_Filter |

Associates

Bachelors

Certificate

Child Development Associate (CDA) or CDA Equivalent
Doctorate

High School Diploma

Masters

Mot Applicable

Paraprofessional

Retirement Eligibility Date
State Retirement Sys Mum
ACA Assessment Date
ACA Offered

ACA Stability Date

ACA Status

Gender

Ethnicity (Hispanic or Latino)

cert
Certificate

Masters

Child Development Associate (CDA) or CDA Equivalent
Bachelors

Doctorate

Specialist

Associates

High Sechool Diploma

Not Applicable
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Click the Check all visible and Clear selected links for quick selections. In the example shown,
all Schools have been selected for the selected SIS and ERP Profiles.

Permissions

Export |5 Filter: AR Pagesize: BTN Mass Update

SIS Profiles : ERP Profiles Schools 4 StartDate 2 End Date & Comment :

v i v v
L Cl

== [ View | | [ERP-MCSD Employee | M

Focus .. ¥ | [os/18/2022 | | | | | | |
[Filter |
IChe:k all visible Clear selected |

=|‘I.I"iew|

. |ERP-Internal Account Sponsor

= [ View | | [Activities, Athletics | M

O Adult Education - 9103

[JApplicants

O - 0391

[l [1Family Empowerment Scholarship - 3900
Jr - Community College - C308
[JFlorida Virtual HS - 0600

[JFlorida Virtual MS - 0500

[JFocus Elementary School - 0311

0O Focus High School - 0041

[J1111 - Employee Self Service I

== [ View | | [Teacher H |

Some of the tabs offer the Export section. To export data to an Excel spreadsheet, click on the
Excel icon in the Export section.

Communications Log

Communications Log

Expore E7] A Fier:

Date : Contact Made By : MNotes From Official District Staff Communication : Files :

:: | | | | | | (Save to Upload)
= |} 04/16/2019 winnj Needs Drama | No Files ‘
== [ 1| 05/13/2020 winnj Drama K-12 | No Files ‘

ra - T
=, ,|06/14/2022 winnj Hi Michele, Meeting Notes.docx 0 ®

|

== [ 1| 08/23/2022 winnj Exhibit A Supplemental Position: Freshman Clas | No Files ‘
== | 7| 08/18/2022 Lizette Garcia Discuss Temp Leave in October | No Files ‘

The export icon may differ depending on the screen; for example, the User List displays a
floppy disk icon, which can be clicked to export data.
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User Info

f Search Screen User List

. 199 I.Isar
Staff

‘,@ User Local ID D Profiles Schools

To print data, click on the Printer icon in the Export section.

Contact Info
Filter:
Type : Info :
* 3 Primary E-Mail 727-388-6000
L 3| Home Phone 727-388-6000
¢ 3| Mobile Phane 727-388-6000

Click Filters to further breakdown data.

BE Teacher Schedule Weekly Planner

Classes this teacher is teaching

Course : Course Number : Section : School :
i ENG 1 1001310 004 High School - 0041
AVID 3 1700410 001 High School - 0041

a. To add more than one filter to a column, click on the green plus sign.
b. To delete an added filter, click on the red minus sign.

c. Select the gray arrow for more filtering options.
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Classes this teacher is teaching

s s @o

v v vLA . v v v v v v
2.%5 ']| +]] [+ ]| e Not | (+]| 4] | I (+]| +]
| : : . Equals Not = : - . . .
Course 4 Course Number 4 Section & Starts with I Not Period 4 Meeting Days 4 | Room % Marking Period 4  Seats 4
ENG1 1001310 004 Ends with | Not 041 Period1 MTWHF 5109 Full Year 25
Has value | Not =
Greater Not
Classes this teacher is co-teaching = Greaterorequal | Not
Less ' Not
Export: [E"IEN I Filters: 173 lessorequal | Not
Between | Not ©

€ For more information see Filters.

You can also sort data by clicking on any of the headers. Click once for ascending results; click
twice for descending results. In the image shown, results have been sorted by clicking on
Expiration Date once; therefore, the listed dates start with the most current.

Certification
Export: ETEY I Fitters: 3
Subject Area 4 Level A " Type 4 lIssue Date 4 ' Expiration Date 4 'Scope 4
|| Jil '
== | 814 ENGLISH 1/ESOLE/... [W) (41GRACE...[¥) ReguarP..[N] 04/10/2014 ~~  04/25/2018  [[L]StateLic... [¥)
= 879ENG [¥ [s1GRACE...[¥) ReguerP..[] 04/01/2015 ~  06/26/2018  [[LStateLic... [¥)
== 021 ENGLISH [¥ (61GRADE..[8) (Temporar... W) 04/10/2018 ~  04/09/2019  [P]Pending [§)

Click Send Messages to open the Batch Messenger pop-up window, which allows you to
generate a batch message to select users.
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https://focus.screenstepslive.com/s/admins/m/67613/l/777420-filters

Send Messages | |[[;[ "~ OFF |

Send To
ction |Adan BIU5E@
1er darathon High School -
lician
ger
nt
grap
er
Inter
ntS
ler
danc
itary
ler

Send Cancel

Log
Trigg
3l Guidance

i High School - 0041

a. Select the applicable users from the Send To: pull-down.

b. Enter the message in the provided text box and use the tools as needed, such as Bold,

Italic, Underline, Strikethrough, Insert Special Character, and Smiley.

c. Once the message is ready, click Send to send the message to the selected users. To

cancel the message, click Cancel or click the X to close the window and return to the User

List.
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I
Cakhmamnle

=] Batch Messenger ®

Send To:
n [Ade | ~-M|B I us @@

Wi

Send Cancel

Fields with a question mark icon have a description. Hover the mouse over the icon to view the
description. Fields with a link icon have a link to a website. Click the icon to open the website in
a new tab or window. Field descriptions and links are set up in Users > User Fields.

The staff 1D used by the district for this user.LI

rity Mumber

?k Staff Number Identifier, Local 3105
& Medicaid Claim Code
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