Portal

SIS

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.

o For information on the Portal page previous to v.12, see Portal v.11.

The Basics of the Portal Page

When you first sign into Focus, you are taken to the Portal page.

Focus High School - 0041 Y sIs

Portal Lizette Garcia
2022-2023 ¥ 4th 9 Weeks ¥ m
7 | |Portal - System Administrator L] Lizette Garcia Last login: Tue, Apr 4 11:59am
Y Alerts District & School Announcements Upcoming Events B4 View Calendar
C] #) 4 new refermals oo ProBress Reports: Print Out Day is = 7:00am  Progress Reports
Coming!
AP & 2teachers haven't taken attendance for Period 1 =B B Hisgh School -0041
o q] 3 teachers haven't taken attendance for Period 2 Progress Heporls will be sent home on Apl’"
- = |
o & 4 teachers haven't taken attendance for Period 3 éth!
= 5:00am Schools Closed
- It's time to start finalizing those grades and printing progress
ii & 3teachers haven't taken attendance for Period 4
reports!
B8 & 4 teachers haven't taken attendance for Period 5 Reminder: There is no school an Friday, April 7th.
& o 2teachers haven't taken attendance for Period 6
& ¢ There are 2 pending grade change requests
- i, An update for your version of State Reporting is availabla!
A . 10 Online Re-enroliment(s) are awaiting approval. = 2:30pm Staff Meeting
B @ Active Students Updated (1)
™
Find a Student
Student Group |}

Click SIS to navigate through the Student Information System.
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https://focus.screenstepslive.com/s/admins/m/sis/l/692267-portal-v-11

Lizette Garcia = Focus High School - 0041 ¥ SIS

Admin Y 2022-2023 ¥ 4th 9 Weeks ¥ m

Last login: Thu, Jun 1 1:07pm

Upcoming Events

0 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.

Lizette Garcia Focus High School - 0041 ¥ sIS
Admin Y  2022-2023 ¥ 4th 9 Weeks ¥ m

Last login: Thu, Jun 1 1:07pm

Upcoming Events

Your username displays next to the school name/school pull-down and school year pull-down
in the header.
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Lizette Garcia Focus High School - 0041 ¥ SIS

Admin ¥  2022-2023 ¥ 4th 9 Weeks ¥ m

Last login: Thu, Jun 1 1:07pm

Upcoming Events

Click the logo/Portal button at any time from any screen to navigate back to the main Portal
page.

F@( E ! !§ Select Student/Staff ¥ Portal
5

o | Portal - System Administrator  [¥] Welcome, Lizette Garcia
' & Alerts District & School Announcements
® ] 4 new referrals o o ProgressReports: Print Out Day is
. i I=EN . Coming!
AF & 2 teachers haven't taken attendance for Period 1 ot oy Hr§5“d_m1
- o 3 teachers haven't taken attendance for Period 2 PFOQFESS Reports will be sent home on ADI““
. |
= 4 4 teachers haven' taken attendance for Period 3 6th!
[ = It's ti tart finalizing th inti
q « 3 teachers haven't taken attendance for Period 4 r;c;”m; to start finalizing those grades and printing progress
= 4,7 4 teachers haven't taken attendance for Period 5 Reminder: There is no school on Friday, April 7th.

Most districts elect to have their own logo here, as opposed to the built in Focus logo.

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

@ Ifthelogois 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.
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https://focus.screenstepslive.com/s/admins/m/sis/l/1209817-district-info

sandbox.focusschoolsoftware.com

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

14 Subjects 13 Courses 5 Sections 21_1 Students
Subject Course Requests Of Period - Teacher Rt
Dual Enroliment AP ENG COMPO 0 90 Period 1 - 002 - tevens 5 - Student Grade | Birthda

ey

Electives AP ENG LIT COMPO 0 b4 Period 2 - 004 - Fridda Lizette Roxy E Abe, Charlie'®/ 10 Wed, Jar
English ENG 1 0 12! Period 3 - 005 - nquez 41 Apregan kenna@®" 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 10! Period 7 - 003 - Fridda Lizette Roxy 5 * Acevedo, Emarald 12 Wed, Sey
No Credit ENG 2 THROUGH ESOL 0 25 Acosta, Dexter 10 Thu, Aug
Performing_Fine Arts _m Acasta, H_E,,YQ 10 Wed, Apt
Physical Education ENG 3 THROUGH ESOL 0 25 Adams, Peter 10 Fri, Aug ?
Practical Arts ENG 4 0 10 Adame mvmﬁ 09 Tue, Mar
Science ENG 4 THROUGH ESOL 0 25 Agreger, &;u 12 Man, Jul
Social Studies ENG HON 1 0 75 Aguilar, Emily 12 Fri, Dec *
Temp ENG HON 2 0 12! Aguilar, Sherwood™® 10 Maon, Mai
Vocational PRE-AP ENGLISH 1 0 0 Ahrens, ﬂgg’?‘“ 12 Man, Ny
[ o - . - - _ 4

@ Thelogo displays with the site version when using a non-production site, such as a
demonstration site or a training site.

Select Student/Staff ¥ Portal

Portal - System Administrator

a8

§ Alerts
&
®

. Welcome, Lizette Garcia

. 1 teacher(s) have not finished reauthorizing their
students.

(® 25 openings on the waitlist for INFO TECH ASST.

.

: i, An update for your version of Focus is available!
- An update for your version of State Reporting is
“i:? = available!
=] i, 2 change requests awaiting approval.

o
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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.

€ © 08 & %

¢

-

il

E] 4 new referrals
& 2teachers haven'tt
o 3teachers haven't t
& 4 teachers haven'tt
& 3teachers haven'tt
o 4teachers haven'tt
& 2teachers haven'tt
¢ There are 2 pending
¢, An update for your y
4 10 Online Fle-enroll]

@ Active Students Up

€ v 08 a %

4 €

E

Select Student/Staff v

Scheduling

» Grades

Assessment
Attendance {E?
Discipline

Forms

Billing

Eligibility

Employee Self Service
Florida Reports

S88

Reports

rator . Welcome, Lize

taken attendance for Period 1

taken attendance for Period 2
taken attendance for Period 3
taken attendance for Period 4
taken attendance for Period 5
taken attendance for Period 6
o grade change requests

version of State Reporting is a
Miment(s) are awaiting approval

pdated (1)

@ 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.

F@‘ i ! !§ Select Student/Staff v [=Wie
8

4~ Setup

Stude... 25 Us...

¢ Sched...

Assess...

Grades

o Attend... # Discipli...

B8 Forms

Focus High School - 0041 ¥ [l sis
2022-2023 ¥ || 4th 9 Weeks ¥ EE=UY

& Billi... | # Eligibi... Emplo... Florida... = : SSS |, Reports

Portal - System Administrator ¥

£] 4 new referrals

& 2 teachers haven't taken attendance for Period 1
g’ 3 teachers haven't taken attendance for Period 2 P
& 4teachers haven't taken attendance for Period 3 t

gf 3 teachers haven't taken atiendance for Period 4

Lizette Garcia

'

6th!

03/30 N
2o0am  COming!
Focus High School - 0041

rogress Reports will be sent home on April
1

It's time to start finalizing those grades and printing progress reparts!

Reminder: There is no school on Friday, April 7th.

& 4 teachers haven't taken attendance for Period 5

Progress Reports: Print Out Day is

Last login: Tue, Apr 4 11:58am

Upcoming Events View Calendar

= 7:00am Progress Reports

= 5:00am Schools Closed

From here, you can click on any of the menu items for additional options (screens).

Portal
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https://focus.screenstepslive.com/s/admins/m/sis/l/644898-my-preferences

o7 Setup I Search...
A Students Student Info
& Users Add a Student &
() Scheduling Communication
Mass Assign Student Info
» Grades
Mass Add Log Records
~* Assessment Uploaded Files
qif Attendance Change Requests
Qnline Enroliments
£j Discipline
Seating Charts
&l Fomms Magnet ! Special Assignment
<+ Billing Phone Communication
d Eligibility Title | Eligibility
+» Employee Self Service
A Advanced Report
"\ Florida Reports Add / Drop Report
5 8585 Student Form Records
Student Breakdown
i Reports

F@( E! !§ Select Student/Staff ¥ Portal
5

I Sarcia

Print Student Information
Print Letters & Send Email
Letter Queue

Workflow Triggers

Print Averv L abels

@ 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.

Select Student/Staff »

5. OB PSS

- &

Setup
Students
Users
Scheduling
Grades
Assessment
Attendance

Discipline

Portal

System Setup

Gradebook Templates

Gradebook Comment Codes

Grade Posting Averaging

School Setup ;

Grade Levels

Portal
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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.

F@( i! !§ Select Student/Staff ¥ Portal
S

" | |Portal - System Administrator  [¥] Welcome, Lizette Garcia

. . .

Y Alerts District & School Announcements

® &] 4 new referrals g Progress Reports: Print Out Day is

| . ing!
AF & 2 teachers haven't taken attendance for Period 1 12:00 AM E&Tmismd T
et o 3 teachers haven't taken attendance for Period 2 Progress Reports will be sent home on April
|
o & 4 teachers haven't taken attendance for Period 3 6th!
tart finalizing those grades and printing progress

Approve Grade Changes 1

Grades
here is no school on Friday, April Tth.
Grade Breakdown
Grades | Reports.

Grade Levels
Setup / School Setup

Request Grade Changes
Users [ Teacher Programs

Grade Posting Averaging
Setup / System Setup

Reports / Published Reports
User Info B
grade| |

[al

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 ¥ SIS
Admin ¥ 2022-2023 ¥ 4th9 Weeks ¥ m

Q, Filter... Last login: Thu, Jun 1 1:07pm

M View Calendar
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@ 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.

Lizette Garcia  Focus High School - 0041

Q, Filter...

Focus High School - 0041
Focus Owl Elementary - 0161
Focus West High School - 0101
Garcia High School - 0131
Grape Elementary - 0251
Hagrid School - 0111

Home Educated Students - N998

Hoot Charter School - 0341

Lemon School - 0291

Lower Trees Academic Owls for Excellence - 0112

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

Portal Page 8



Lizette Garcia  Focus High School - 0041

Focus Elementary School - 0311
Focus High School - 0041
B[31el| Focus Owl Elementary - 0161
Focus West High School - 0101
Summer Focus Elementary

06/02 Lower Trees Academic Owls for Excellence - 0112
Upper Trees Academic Owls for Excellence - 0113

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.

Lizette Garcia  Focus High School - 0041 ¥ SIS

Admin ¥ 2022-2023 ¥ 4th 9 Weeks ¥ m

Q Fiter... ,Jun 1 1:07pm

A View Calent

2017-2018
Upcoming Eve [P EoNr

2019-2020
2020-2021
2021-2022 @

2023-2024
2024-2025

@ 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.
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Focus High School - 0041 ¥ sIS
Select Student/Staff ¥ Portal Lizette Garcia
p 2023-2024 ¥  1st O Weeks ¥ m

& Portal - System Admini: . Lizette Garcia Last login: Tue, Apr 4 11:59am
A4 o .
& Alerts District & School Announcements Upcoming Events £8 View Calendar
® . An update for your version of State Reporting is available! 040 Progress Reports: Print Out Day is = 7:00am Progress Reports

szo0am Coming!
A & 10 Online Re-enroliment(s) are awaiting approval. Focus High School - 0041
o @ Active Students Updated (0) Progress Reports will be sent home on April
d 6th!

% A - = 5:00am Schools Closed

{i It's time to start finalizing those grades and printing progress

reports!
= Reminder: There is no school on Friday, April 7th.
]
v Find a Student/User

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.

Lizette Garcia Focus High School - 0041 ¥ sIS
Admin ¥ 2022-2023 ¥  4th 9 Weeks ¥ m

Q, Filter...

15t 9 Weeks
Upcoming Events 2nd 9 Weeks

3rd 9 Weeks
4th 9 Weeks

You will also notice your Last login listed with the day and time, as shown in the image.
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Lizette Garcia  Focus High School - 0041 ¥ sSIsS

Admin ¥ 2022-2023 ¥ 4th 9 Weeks ¥ m

Last login: Thu, Jun 1 1:07pm

Upcoming Events E® View Calendar

A Focus greeting welcomes whomever is signed into the system. You see your username here.

Select Student/Staff ¥ Portal

Portal - System Administrator

Welcome, Lizette Garcia

Alerts

E] 4 new referrals

AF qf 2 teachers haven't taken attendance for Period 1
s & 3 teachers haven't taken attendance for Period 2
& & 4 teachers haven't taken attendance for Period 3
£ 4 3 teachers haven't taken attendance for Period 4
= & 4 teachers haven't taken attendance for Period 5
v & 2 teachers haven't taken attendance for Period 6

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.

Portal Page 11


https://focus.screenstepslive.com/s/admins/m/sis/l/641525-portal-editor

F@‘ E! !§ Select Student/Staff v Portal
)

Focus High School - 0041 ¥ sIs

Lizette Garcia

& | School Dashboard llWelcome, Lizette Garcia
. Demographics
& @ A-Asian or Race Breakdown
Pacific Islander
® ® B - Black, Non- 500
Hispanic
A¥ H - Hispanic
@ | - Amer. Indian
b or Alaskan N... 400
@ M- Other
= \ @ W - White, N...
300
= 281
== Demographic by Gender 200
¢
o 100
’,
< 8 2 4 14
." 0 _+__ "
. o . o o o
i 0 AN e o W

2022-2023 ¥  4th 9 Weeks ¥ m

Last login: Tue, Apr 4 11:59am

@ 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.

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.

Select Student/Staff ¥ Portal

|' Portal - System Administrator

Filter

Portal - System Administrator
Portal - System Admin Support

LISTrCt D& DOArt

District AP Data
School Dashboard

Portal - Assessment & Accountability Admin

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

corner of the screen.

Portal
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&

[ &

Focus High School - 0041
Select Student/Staff ¥ Portal Lizette Garcia

¥ sIs

2022-2023 ¥ 4th 9 Weeks ¥ W

Portal - System Administrator [¥) Welcome, Lizette Garcia Last login: Tue, Apr 4 11:59am

&] 4 new referrals Progress Reports: Print Out

‘&,

@ Active Students Updated (1)

| 3 teachers haven't taken attendance for Period 2 PFOQFGSS RBPOITS will be sent home

| 4teachers haven't taken attendance for Period 3
| 3 teachers haven't taken attendance for Period 4
| 4teachers haven't taken attendance for Period 5
| 2teachers haven't taken attendance for Period 6

@ There are 2 pending grade change requests

= 7:00am Progress Reports

12,30.{3AM Day is Coming!

2 teachers haven't taken attendance for Period 1 Focus High School - 0041

on April 6th!

. N - = 5:00am Schools Closed
It's time to start finalizing those grades and printing

progress reports!

Reminder: There is no school on Friday, April 7th_

An update for your version of State Reporting is
available!
= 2:30pm  Staff Meeting

10 Online Re-enroliment(s) are awaiting approval.

Upcoming Events £ View Calendar

| % Help -7 Logoutl

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.

&

m &

Portal - System Admi

=

& 2teachers havd must learn the basics of the software. A lot can be accomplished directly from the Portal page; it
ol
" Grades includes Alerts, Upcoming Events, a Help button, and more
& 3 teachers havy
Assessment
| 4teachers havg
= Attendance » The Basics of the Portal Page
;g: 3 teachers havg > Messenger
Discipline w Alerts, District & School Announcements, and Upcoming Events
& 4teachers havd
Forms
& 2teachers havy

— available!

# There are 2 pe

Focus High School - 0041
Select Student/Staff ¥ Portal Lizette Garcia

s Portal

Students

Users
4 new referrals The Portal page is the key to navigation throughout Focus and throughout the Student

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

€) The Portal screen is made up of portal blocks, such as Alerts, Upcoming Evenets, etc.,
Billin

N which can be added and customized by the district via Setup > Portal Editor.
Eligibility
An update for

Reports 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.
10 Online Re-e SMSE Attendanca Motifieatinn Suetam. S . . .
Openin a new window

Active Studentg

¥ | SIS

2022-2023 ¥ 4th 9 Weeks ¥ m

ew Calendar

| Y Help |IJ Logout ]

Portal

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.

Page 13



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

Setup

Portal

Students

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

Scheduling 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.

Grades

Assessment

Attendance » The Basics of the Portal Page

» Messenger

Discipline » Alerts, District & School Announcements, and Upcoming Events

e » Find a Student/User, Favorites/Recent Programs, and District Reports
orms

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

Reports

Openin a new window

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.

N

lizettegi@focusschoolsoftware.com G Sign in with Google

Vendors: Forgot Password?

Portal Page 14



Student/User Quick Search

You can quickly select a student or user and view their record without conducting a search
using the Select Student/Staff pull-down available at the top-left corner of every screen,
including the Portal page.

@ The pull-down displays as Select Student/Staff and can be used to search for Students
if you have permission to View and Edit Student Info via Users > Profiles > Students
tab. If you also have permission to View and Edit User Info via Users > Profiles > Users
tab, you can search for and view staff records, as well.

1. Click the Select Student/Staff pull-down.

Select Student/Staff ¥ Portal

o7 | Portal - System Administrator  [¥] Welcome, Lizette Garcia

,
&
® E] 4 new referrals Focus High §
AP & 2 teachers haven't taken attendance for Period 1 Building A, R
et @T 3 teachers haven't taken attendance for Period 2
o & 4 teachers haven't taken attendance for Period 3 12‘3?
q a® There are 2 pending grade change requests

The Search Results tab is selected by default. To use the filters and results of your last student
and user search, leave the tab selected. For example, if you conduct a Student Info search
where you searched for students in the 11th grade, the results of that specific search will
display in the Select Student/Staff pull-down when Search Results is selected.

Portal Page 15


https://focus.screenstepslive.com/s/admins/m/sis/l/692323-profiles
https://focus.screenstepslive.com/s/admins/m/sis/l/692323-profiles

F@( E l ! é Select Student/Staff v
5

- Q, Fiter...
F Search Screen Si
| . Abe, Charlie Noel
748 Students 5 | Apott, Charlie Christopher (

&' | Photo Abregan, Kenna Joy ( 51843)

\D By 'L Acevedo, Diem Donna (
iﬁ"' Acevedo, Emarald Vonn |
s .

Acosta, Dexter D (12345)

‘ Acosta, Harry P 158780
“ @ - vy SR
%T Adams, Peter Kavinsky (

R Adams, Ponyboy Henry (
& . v Agregor, Abe Sebastian (
T i
|::| .
A - Acevedo, Diem Donna

Lizette Garciza

Student Info

Admin
Students

Staff
Inactive Students

Inactive Staff

Search Results |

] Match all

Here is the last student search conducted; as you can see, the results of the Student Info
student search displays in the Select Student/Staff pull-down displayed above when Search

Results is selected.

Select Student/Staff ¥ Student Info

\/ Search Screen Simple List Customized List

‘ . 748 Students |

@ Photo Student
© |gxy _
i i Abe, Charlie Noel '/
x| BN
- . v Abott, Charlie Christopher

Abregan, Kenna Joy @ A
Acevedo, Diem Donna
Acevedo, Emarald Vonn

Acosta, Dexter D

Acosta, Harry P @

Lizette Garcia Focus High School - 0041 ¥ siIs
Admin ¥ 2022-2023 ¥ 4th 9 Weeks ¥ m

m m OFF | [Search
Student ID Grade ]
55879 10
‘82221 09
51843 10
23057 09
56443 12
86685 10
58780 10

Portal
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@ fastudent or user search has not recently been conducted, the Search Results tab

does not display.

2. Click the Search Results tab to remove the Search Results from your latest student/user
search. Once, disabled, the tab turns gray.

Select Student/Staff

Q, Filter...

T

Abernathy, Nora Robin (3105)
Abott, Charlie Christopher (

Acevedo, Emarald Vonn
Acosta, Dexter D (12345)
Acosta, Harry P ( 058780)

Adams, Ponyboy Henry |

Student Info

Abe, Charlie Noel | 1055879)

082221)

Abregan, Kenna Joy (  061843)
Acevedo, Diem Donna ( 023057)
1056443)

Adams, Peter Kavinsky ( 020236)
1086404)

Students

Staff

Inactive Students

Inactive Staff

Search Results

) Match all

3a. To search for students only, click the Students tab.

Portal
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F@( i l ! § Select Student/Staff ¥ Portal
5

" Q, Filter...
& Portal - System Admi
4 Abe, Charlie Noel ( 055879) e
Abott, Charlie Christopher ( 182221) Inactive Students
5?' Abregan, Kenna Joy J61843) Inactive Staff
CD E? 7 new referrals | Acevedo, Diem Donna | 123057)
Acevedo, Emarald Vonn ( 156443)
AF ¢ There are 2 per
Acosta, Dexter D (12345)
o b . An update for y{ Acosta, Harry P ( 158780)
4 - available! Adams, Peter Kavinsky ( 020236)
' 10 Online Re-e| Adams, Ponyboy Henry ( 186404)
= & approval. Agregor, Abe Sebastian ( )60059) L Match all £

If Search Results and Students are both selected, the displayed students will pull from all the
students assigned to the selected school (School pull-down in the header) OR from the Search
Results of your latest student search.

‘ F@%l ! § Select Student/Staff ¥ Student Info

Q, Filter...

Search Screen Sim

| . Crade 1 Abe, Charlie Noel ( 155879) =
rade:
_ Abott, Charlie Christopher | 182221) Inactive Students
&° | 180 Students [ Abregan, Kenna Joy | 161843)

Inactive Staff
(%) | Photo Acevedo, Diem Donna ( 123057)
K Acevedo, Emarald Vonn | 156443)
' WL Acosta, Dexter D (12345)
Acosta, Harry P ( 158780)

Adams, Peter Kavinsky ( 120236)
Adams, Ponyboy Henry ( 186404)
Agregor, Abe Sebastian (  160059) O Match all

a. Click Inactive Students to display inactive students from which to choose, as well as
active students.

Portal Page 18



Select Student/Staff ¥ Portal
Q, Filter...
Abe, Charlie Noel ( 1055879) Staft
Abott, Charlie Christopher (  082221) \
Abregan, Kenna Joy [ 061843) —
;| Acevedo, Diem Donna (  1023057)
Acevedo, Emarald Vonn | 056443)
" Acosta, Dexter D (12345)
y! Acosta, Harry P ( 058780)
Adams, Peter Kavinsky ( 020236)
5| Adams, Ponyboy Henry | 1086404)
Agregor, Abe Sebastian ( 1060059) O Match all £

3b. To search for users/staff only, click the Staff tab.

" | |Portal - System Admi
® £] 7 new referrals
AF ¢ There are 2 per
P : An update for yi
= available!
‘ 10 Online Re-&
!i approval.

Select Student/Staff ¥ Portal

Q, Filter...

Abemnathy, Nora Robin (3105)
Alanis, Mateo V (3893)
Albanese, Kevin Diane (3501)
Alcala, Zammit (23865)
Alejandro, Keith T (23169)
Alonso, JoAnne Civil (3383)
Angulo, Charlotte York (2957)
Aranda, Bunny Maria (24171)
Ayala, Giavanna Gianna (26761)
Badillo, Rafael Rogelio (26781)

Students

Inactive Students

Inactive Staff

I Match all 8

If Search Results and Staff are both selected, the displayed users will pull from all the users
assigned to the selected school (School pull-down in the header) OR from the Search Results of

your latest user search.

Portal
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[FPGis

Select Student/Staff v

User Info

Q, Filter... Students
Search Screen
B Abernathy, Nora Robin (3105) =
200 Users || Alanis, Mateo V (3893) Inactive Students B
Local ¢ in Di
I 5:”' User D | Albanese, Kevin Diane (3501) Inactive Staff
o~ Alcala, Zammit (23865) .
[ RD gb?—"‘mﬂg};‘ Alei : Search Results
Nora Robin 5405 4 Alejandro, Keith T (23169)
s )
_ > :) Alonso, JoAnne Civil (3383)
=gt Alanis, Mat | Angulo, Charlotte York (2957)
' d v Aranda, Bunny Maria (24171)
| Atlas, Angela Vicario (25959)
. = %ﬁﬁne 3501 Augusto, Santiago Nasar (26529) (J Match all

a. Click Inactive Staff to display inactive users from which to choose, as well as active users.

Select Student/Staff ¥ Portal

Abernathy, Nora Robin (3105)
Alanis, Lynn Lainey (5221)
Alanis, Mateo V (3893)

;| Albanese, Kevin Diane (3501)
Alcala, Zammit (23865)
Alejandro, Keith T (23169)

f Alejandro, Sidney (3828)
Alonso, JoAnne Civil (3383)
Alvarez, Wilmer (24637)
Angulo, Charlotte York (2957)

Students

Inactive Students

| Inactive Staff I 5

[ Match all ¥

Select the Match all check box to display students/users that are listed in the Search Results
of your latest student/user search AND assigned to the selected school.
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Select Student/Staff ¥ User Info

Q, Filter...

Abernathy, Nora Robin (3105)
Alanis, Mateo V (3893)
Albanese, Kevin Diane (3501)
Alcala, Zammit (23865)

41 Alejandro, Keith T (23169)
Alonso, JoAnne Civil (3383)
Angulo, Charlotte York (2957)
Aranda, Bunny Maria (24171)
Ayala, Giavanna Gianna (26761)
{ Badillo, Rafael Rogelio (26781)

LY

Students

|

Inactive Students

Inactive Staff

Search Results

Match all

@ Sclecting Students and Staff will show all students at the selected school and all staff.
Selecting the Match All check box will show zero results because there are no students

who are also staff members.

Selecting Search Results, Staff, and Students displays the results of your latest User
search and Student search OR all users and students assigned to the selected school.

Portal
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F@( i l ! § Select Student/Staff ¥ Portal
s

.
< (oo
Abernathy, Nora Robin (3105) Inactive Students
5-"" Abott, Charlie Christopher | 082221) Inactive Staff
® £] 7 new referrals | Abregan, Kenna Joy ( J61843)
Acevedo, Diem Donna | 023057)
AF ¢ There are 2 per
Acevedo, Emarald Vonn ( 056443)
s : An update for y| Acosta, Dexter D (12345)
P " available! Acosta, Harry P ( 058780)
’ 10 Online Re-& Mﬂms, PE“E‘F Kavinsk‘f t ﬂ?ﬂEEE}
& approval. Adams, Ponyboy Henry ( 086404) (U Match all §

4a. Scroll through the listed students/users for the student/user you want, then click the
student/user name to open the record in Student Info or User Info.

4b. Start typing the first name, last name, student ID, or EIN in the Filter... text box, then click
the student/user name to open the record in Student Info or User Info.

Select Student/Staff ¥ Portal

D
El
Agregor, Abe Sebastian | J60059) Inactive Students
Abernathy, Nora Robin (3105) [JE—
z | Cabell, Gina Shea | 21481)
Cabell, Helena Diem (3542)
- Rowe, Isabelle Jose | I5746T)
yi Wilson, Annabel Jade | 155061)
Morgan, Elizabeth ( 88077)
o{ Cano, Peter Isabel ( 1B3780)
Alonso, Isabella Belly | )58709) O Match all §

Once the student/user record is in open in Student Info or User Info, the pull-down reflects the
selected student/user information along with additional features.
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Focus High School - 0041 ¥ sIs

Student Info Lizette Garcia
2022-2023 ¥ 4th 9 Weeks ¥ m
| Enroliment Schedule Requests Grades Absences Activities Referrals ~ Test History  Audit Trail Grad
‘-js ISP Page Files 555 Choice Billing
\D
Filter fields... EJl ™ 11 General Demographics Print a Form/Letter [

A
et = Enroliment Laptop Issue Date

4 B eser Laptop Serial Number
g m Fed State Acknowledgement of Admissi

Statement
m Federal/State Compensatory

B Application Complete

& E Food Service Parent Requirements Understood? Ona ONo @ ves
j Forms Parent Notes to Admissions
@ m General Demographics I understand that | am responsible for ]

: G Gifted paying an activity fee for Focus School.

3 Social Security

. n Graduation

i Is your child currently being O/ O ves
" n Health Daily Health Screener Homeschooled?

'Fq % | x Abernathy, Nora Robin ¥ User Inf ey e e LG LG bl sction OO STNYS | IST
; ser Info izette Garcia

¢ Audit Trail User Files m

[ ]

&

Filter fields... Permissions
° | B rimie
N' m Attached Students SIS Profiles 5 ERP Profiles 5 Schools 4 StartDate 5 EndDate 4  Comment 4
W: BB certincations | .| .‘ Fo... [¥)  [04/26/2027 | | |
~ Charter/Contracted Emp ... = Data Entry, Data Support . . Eohe . 05/03/2022 05/31/2022
9 B = ERP-MCSD Employee 52 ¥ (11..[§) 12/26/2017
&= I evviovee Demographic g = Teacher [ [¥ (Fo.. [§) 07/01/2015
@ m Employee Summary
LA - N

a. Click the arrow to open the pull-down and startover.
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Lizette Garcia

Students

. T I NI Abe, Charlie Noel ( )055879) staf
‘ . Abott, Charlie Christopher ( 1082221) Inactive Students

# Abregan, Kenna Joy ( )061843) | active Staft
Acevedo, Diem Donna ( 1023057)

® - Acevedo, Emarald Vonn ( 1056443) Search Results

e Filler fields... Acosta, Dexter D (12345)

v | EEB Frimorvinto Acosta, Harry P ( 1058780)
Adams, Peter Kavinsky ( 1020236)

d R s Adams, Ponyboy Henry [ 1086404)

5 B Address Agregor, Abe Sebastian ( J060059) () Match all

x Abe, Charlie Noel

155879 - 10 @

Covid Symptoms Within The Last 14 Days

Student Info

Schedule  Requests € 7410029 5

i. Click alert icons to open the screen, tab, and field for which the information is housed.
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#isud 4 x Abe, Charlie Noel v Lizette Garcia ~ Focus High School - 0041 Y sis
P Ds Student Info .
. sse79- 10| | Admin ¥  2022-2023 Y  4th 9 Weeks ¥ m
-

| Enrollment Schedule Requests Grades Absences Activities Referrals Test History Audit Trail m
& Grad Files S§8S Choice Billing
( )
Filter fields... =[] I General Demographics Print a Form/Letter v
AF
aat m Federal/State Compensatory
| I Foodservice Covid  07/14/2022
e Symptoms...
5 Forms
- | m General Deroaraniies Threat Classification &
& G Gifted < Filter: S
P n Graduation & School Where The Threat Event Was Initiated 5 @ School Where The Threat Event Occurred : & Datec
- Health Daily Health Screener : ] . | . |
N Health Daly Visit Log
P Health Immunizations 1098-TLess [ Protected )
e = Than Half Time Student
Health Medical
il « TIDE Access
Health Medication Administ... ' Code

c. Hover over the student or user photo for additional information.

®x Abe, Charlie Noel ¥
Student Info

155879 - 10 (§)

FullName Abe, Charlie Noel %
rades Absences Activities

TERMS ID 155879
Personal Student Email charlieabe@gmail.com Files 555 Choice Bill

Gender F-Female

Birthdate 04/06/2007 E Il General Demographi
-
Student Phone Mumber (727)555-1234 L
o
Custody Alert y
‘ i Covid  07/14/2022

@ Theinformation displayed here is determined by the selection made via Users > My
Preferences > Columns in Student Lists and/or Columns in User Lists.

d. Click Back to Search Results to return the latest search results screen.
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-
L4

‘ Enrollment Schedule Requests Grades Abseni

e. Click the left and right arrow to navigate to the previous (left) and next (right) student/user
in the list (as displayed in the Select Student/Staff pull-down.

TN % Abregan, Kenna Joy

= '- Student Info

161843 - 10 @ |\ gg'(..)

The left arrow for previous student is inactive because Charlie Abe is the first person in the
list. Upon clicking the right arrow to navigate to the next student, you can now click the left
or right arrow to navigate back to Charlie Abe or go to the next student in the list.

i .
x Abe, Charlie Noel
d . . Student Info

f. Click the red and white X to close the student/user and navigate to the main Student Info
or User Info screen where you can conduct a search or pick a new student/user from the
Simple List.
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F@ x Abernathy, Nora Robin ¥
i) ! B EE)

Audit Trail User Files

| & Filter fields... Permissions
D)

BED Attached Students SIS Profiles 4
! n Certifications
L‘HI
Charter/Contracted Emp... == | View | | Data Entry, Da

Alerts, District & School Announcements, and Upcoming Events

o 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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Select Student/Staff ¥ Portal

| Portal - System Administrator

. Welcome, Lizette Garcia

Alerts

E] 4 new referrals

& 2 teachers haven't taken attendance for Period 1

%

a# There are 2 pending grade change requests
v, An update for your version of State Reporting is available!
. 10 Online Re-enroliment(s) are awaiting approval.

@ Active Students Updated (1)

© 08 & %

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.

Select Student/Staff ¥ Portal

Portal - System Administrator

. Welcome, Lizette Garcia

Alerts

l.’i 4 new referrals

,‘..‘I' 2 teachers haven't taken attendance for Period 1

%

a# There are 2 pending grade change requests
v, An update for your version of State Reporting is available!
. 10 Online Re-enroliment(s) are awaiting approval.

@ Active Students Updated (1)

0 & & %
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n Focus High School - 0041 ¥ sIs
Select Student/Staff ¥ Teacher Completion Lizette Garcia
§| 2022-2023 ¥ 4th 9 Weeks ¥ m

o Report Date: | 04/05/2023 H Period 1 v| O y over a timeframe (] Show teachers who took attendance late [ Show teachers who took attendance more than 10 minutes early
Advanced Course/Section Numbers

L 2 Teachers who haven't taken attendance | I_L sage ] ] |Seamh ]

2 | Teacher Staff ID Period 1

© | casanova. Adalle Gaga 26815 CHEM 1 HON 2003350-004

e Snow, Benton K 4782 AP DRAWING 0104300-001

w

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
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.

‘F@%! !§ Select Student/Staff ¥ Portal
5

/| Portal - System Administrator  [¥] Welcome, Lizette Garcia
& Alerts District & School Announcements
C) £] 4 new referrals 04/05 Faculty Meeting
. 1200AM  Focus High School - 0041

AS & 2 teachers haven't taken attendance for Period 1

i . ) Focus High School Staff meeting on April 6, 2023 at 3:30pm.
e « 3 teachers haven't taken attendance for Period 2

h Building A, Room 1.
o a¢ There are 2 pending grade change requests
£j i, An update for your version of State Reporting is available! 0 Progress Reports: Print Out Day is
. 1zo0am  Coming!
=) . 10 Online Re-enroliment(s) are awaiting approval. Facus High Schoal - 0041
& @ Active Students Updated (1) Progress Reports will be sent home on April
@ 6th!
a It's time to start finalizing those grades and printing progress

reports!

-

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

@ District & School Announcements and Upcoming Events created via Students >
Communication > Announcements 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 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/
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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.

Focus High School - 0041 Y sIS

Lizette Garcia

2022-2023 ¥ 4th 9 Weeks ¥ m

District & School Announcements

04/05 Faculty Meeting
1200AM  Focus High School - 0041

Focus High School Staff meeting on April 6, 2023 at 3:30pm.

Building A, Room 1.

Progress Reports: Print Out Day is
03/30
1200am  Coming!

Focus High School - 0041

Progress Reports will be sent home on April
6th!

It's time to start finalizing those grades and printing progress
reports!

Last login: Wed, Apr 5 B:57am

Upcoming Events

= 5:00am Schools Closed

» 2:30pm  Staff Meeting

) View Calendar

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

Calendar.

Portal
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Upcoming Events [ View Calendar

= 5.00am Schools Closed

= 2:30pm  Staff Meeting

Focus High School - 0041 ¥ sIs
Select Student/Staff ¥ Calendar Lizette Garcia
2022-2023 ¥ 4th 9 Weeks ¥ m
8|
ya

I3 E3 EZNRTN -

* National Hoiday,  Schoo. . [¥]

April, 2023

04/07 - Schools Closed

04/12 - Staff Meeting

€ © 0

€

Saturday

If you or another user has utilized the “Type” pull-down to add an SSS service to a student or
create a log record for a student from a calendar event via Users > Calendar, a green plus

sign displays for said event in Upcoming Events.

a. Click the green plus sign to display the log record in a pop-up window. Any default
values entered on the event are populated. The current date and time are also populated

into the logging field.
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Upcoming Events = View Calendar

= 9:00am Charlie Abe - Vision Screening

= 2:30pm Staff Meeting

b. Complete the log record, and click Create to add it to the student'’s record.

e e e e

Date seenin Clinic  [OFYJFIFE] [10:06 am

(AL BRI (yision Screening (0510) FTTY O

First Aid (5031) 0 E‘““’f‘l'}‘:ion | |

Assess by | UAP Name | |

Assess Total [ E‘S’;;‘; CRnE [ |

Additional Notes [10:06 am |

Sent Home O Followup Date |[}4!l}5}2[}23 |
Abe, Charlie Noel Close || Create

6 See Creating a Log Record for a Student for more information.
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Find a Student/User, Birthday List, and Favorites/Recent
Programs

@ 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.

F@%! !§ Select Student/Staff ¥ Portal

. Flnd a Student
“ ||
-]
Student Group '
= Search All Schools
R Include Parents

Include Inactive Students Include Inactive Users

! = More Search Options m

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 Reqs, Referrals, Requests, Schedule, SSS,
Standard Grades, and Test History.
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Find a Student

Student Group . Q Fiuer
Search All Schools
Include Parents Absences
Include Inactive Students Include Inactive Users Activities
Add Referral

= More Search Options m

Billing

Demographics
District Reports Favorites/Recent Programs eyt
. Grad Reqgs
ks 26 Records - 180 School Calendar Count Favorites
Grades
Assessment / Test History Referrals
Attendance / Administration Requests

o Once a search is 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.

‘F@%! !§ Select Student/Staff ¥ Portal
5

’ .
Find a Student/User

N User Info .
&

Search All Schools
:) Include Parents

Include Inactive Users
A
ot

= More Search Options m

wl

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

F@( i ! !§ Select Student/Staff ¥ Portal
5

& Attendance / Administration
. Grades / Final Grades, GPA, & Class Rank -
= Portal -
&
Students / Add a Student -
2
e,
ot
4
2]
| = Birthday List
SR oo Foier Birthdaylst
5 Student Birthdays User Birthdays
| * [[J View Dismissed | Birthcays today: Birthdays this week:
| \‘ Date Published Download HEPI)I'I Dismiss .Carler: Maria Teresa .Pema, Amanda Elanie
e _—
Survey 2 Verification Reports
| 09/09/20 02:51pm O
- P (440041)
; Student Demographic
- 10/24/19 11:38am  Information: Initial or Batch Edit O
ik Listing

Click the student name links to open Students > Student Info. Click the user name links to
open Users > User Info.

0 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.
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Focus High School - 0041 ¥ sIs

Select Student/Staff ¥ Portal Lizette Garcia
2022-2023 ¥ 4th 9 Weeks ¥ m

-
! il 25 Records - 180 Sehool Calendar Count Favorites Recent Programs
:‘ﬁ Assessment / Test History - Users / User Info
© Attendance / Administration - Students / Student Info - Student: Maria Carter
s Grades / Final Grades, GPA, & Class Rank - Users / Profiles
= Grades / Teacher Completion = Users / Calendar
4 Portal - Students / Communication
& Students / Add a Student - Attendance / Teacher Completion
== Setup / Site Administration
@& Users / My Preferences
J Setun / Imnorts

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

Favorites/Recent Programs

Favorites Recent Programs
— Users/ User Ifo
Attendance / Administration = Students / Student Info - Student: Maria Carter
Grades / Final Grades, GPA, & Class Rank - Users / Profiles
Grades / Teacher Completion = Users / Calendar
Portal - Students / Communication
Students / Add a Student - Attendance / Teacher Completion

Setup / Site Administration
Users / My Preferences

Setun / Imnorts

b. To add a program to the Favorites list, navigate to the screen in Focus. Click the screen title
and click + Add (Program Name) to Favorites.
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Select Student/Staff ¥ Teacher Completion
" + Add "Teacher Completion" to Favorites

Assessment / Test History -

& Final Grades Standard Grades

4 Attendance / Administration =L
th 4th 9 Weeks Semester 2  Semester 2 Exam Full Year Full Year Exam Grades / Final Grades, GPA, & Class Rank =
o Grade posting period: Wed, Oct 19, 2022 - Jul 11, 2023 at 5:00 PM Y Portal -
s | 14 Teachers who haven't entered grades | Students / Add 2 Swudent -
o Teacher Staff ID Period 1 Period 2 Period 3 Period 4 Period 5
| Aoematny.Nora 3105 A A

q Alanis, Henry 3893 A

| Carson, Dawkins 2978 A

| Casanova, Adelle 26815 A b4

c. You can also navigate to Favorites by clicking the title of the screen, then clicking the
program name in the list.

F@ Select Student/Staff ¥ Teacher Completion
5 + Add "Teacher Completion" to Favorites

Assessment / Test History -

Final Grades Standard Grades

Attendance / Administration ‘P& -

4th 9 Weeks  Semester 2 = Semester 2 Exam Full Year Full Year Exam Grades / Final Grades, GPA, & Class Rank =

Grade posting period: Wed, Oct 19, 2022 - Jul 11, 2023 at 5:00 PM @ Portal -

OB DS

A 14 Teachers who haven't entered grades = Students / Add a Student -

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.

Favorites/Recent Programs

Favorites Recent Programs

Assessment / Test History - Users / User Info

Attendance / Administration E Students / Student Info - Student: Maria Carter
Grades / Final Grades, GPA, & Class Rank - Users / Profiles

Grades / Teacher Completion = Users / Calendar

Portal = Students / Communication

Students / Add a Student - Attendance / Teacher Completion

Setup / Site Administration
Users / My Preferences

Setun f Imnorts
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Alternatively, click the screen title and click the delete button (red minus sign) next to the
program name.

F@ Select Student/Staff ¥ ' Portal
5| = Remove "Portal" from Favorites

" | |Portal - System Administrator [¥) Welcome, Lizette Garc Assessment / Test History -

3 Attendance / Administration

- Alerts Grades / Final Grades, GPA, & Class Rank = §

p Portal -

® E] 4 new referrals 3 a1 3:30pm.
AP 4 2teachers haven't taken attendance for Period 1 Stu.den_tg ’;_'?d__df Stgslent B

If you are on the screen that you want to remove/delete from Favorites, click the screen title,
then click Remove (Program Name) from Favorites.

F@ Select Student/Staff ¥ Administratior
s = Remove "Administrationf'hfmm Favorites

7 [April <[5 ~J2023~] " Assessment / Test History -
a4 — " Attendance / Administration -
o Students were found.

4| — Photo Studant Student ID Grade Grades / Final Grades, GPA, & Class Rank -

P Partal =\

® L
Students / Add a Student -

o

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.
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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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Attendance / Administration

F@‘ i ! !§ Select Student/Staff ¥ Portal
5

Grades / Final Grades, GPA, & Class Rank -
Portal -

Students / Add a Student -

© B P S

%

Y

&
| = Birthday List
| = School Folder

Student Birthdays User Birthdays

& [[J View Dismissed | Birthcays today: Birthdays this week:
j Date Published Download Report Dismiss .Caﬂer: Maria Teresa ‘Perea, Amanda Elanie
g g :
Survey 2 Verification Reports
| 09/09/20 02:51pm O
- P (440041)

Student Demographic
| 10/24/19 11:38am  Information: Initial or Batch Edit O
ik Listing

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

09/09/20 02:51pm Survey 2 Verificatipn Reports 0O

(440041)

Student Demographic
10/24/19 11:38am Information: Initial or Batch Edit O
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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View Dismissed

School Folder
| €3 View Dismissed|

Date Published  Download Report Dismiss
Survey 2 Verification Reports
02/18/22 09:52am
oA (e [ |
Survey 2 Verification Reports
2:51pm O
09/09/20 02:51p (440041)
Survey 2 Verification Reports
1:1
09/08/20 01:18pm (440041)
Student Demographic
10/24/19 11:38am Information: Initial or Batch Edit O
Listing

@ The report will only be dismissed from your School Folder and will remain on all other
users' School Folders assigned the applicable profile.

6 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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Select Student/Staff ¥ Portal

District Reports Favorites/Recent Programs

il 55 Records - 180 School Calendar Count Favorites

Assessment / Test History -
Attendance / Administration -

Grades / Final Grades, GPA, & Class Rank -

e

Portal -
- Students / Add a Student -
5 8

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

180 School Calendar Count

1. Results Records: 26 Time: 0.00s

Page; 1 /2 Mext » 26 Records Export IEFE

calendar

Standard District Calendar
Standard District Calendar
Standard District Calendar
Standard District Calendar
Standard District Calendar
Standard District Calendar
Standard District Calendar
Standard District Calendar
Standard District Calendar
Standard District Calendar
Default

06DJ)

Standard District Calendar

[ Edit W Export P Run

Show|50000 |Records

Focus University

The Focus University section contains several helpful links including Video Tutorials, Help &
Training Docs, and Weekly Webinars.
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Select Student/Staff ¥ Portal

%

CRL W

@ ) View Dismissed
i Date Published Download Report Dismiss
[~ a p
Survey 2 Verification Reports.
2:51 ]

= 09/09/20 02:51pm (440041)

H Student Demographic

B 10/24/19 11:38am  Information: Initial or Batch Edit O
ik Listing

= School Folder

Attendance / Administration

Grades / Final Grades, GPA, & Class Rank
Portal
Students / Add a Student

Birthday List

Student Birthdays User Birthdays
Birthdays today: Birthdays this week:

.Can&r Maria Teresa .F‘erea‘ Amanda Elanie

Focus High School - 0041
Lizette Garcia
2022-2023 ¥ 4th 9 Weeks
Attendance / Administration
Grades / Teacher Completion
Users / User Info
Students / Student Info - Student: Maria Carter
Users / Profiles
Users / Calendar
Students / Communication

Attandanca / Teacher Comnlation

Focus University

Search Help Docs... Q

Click below for:
N
D

Video Tutorials

Help & Training Docs
Weekly Webinars

1. Click the Video Tutorials link to open Focus University Training Videos in ScreenSteps.

Focus University

Search Help Docs...

Click below for:

Video Tutorials

Help & Training Docs
Weekly Webinars

O

Portal
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ﬁc U S Focus School Software

School Software
My Profile Log out

Enter a keyword or topic to search Search

. Documentation for Administrators | Focus University | Focus University Training Videos
Topics

Intro to SIS

Focus University Training Videos

District Administrators

Scheduling Intro to SIS

S§8s
Addresses and Contacts

Past Secondeny Admin Advanced Reports
Admin Attendance
Download Manual POF Admin Built In Reports

Admin Calendar and Conferences

Other Resources Admin Discipline

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

Focus University

Search Help Docs... Q

Click below for:

Video Tutorials "N\ ,
Help & Training Docs ‘

Weekly Webinars
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Fqc U S Focus School Software

School Sottware

My Profile Log out

SIS
0a®
O @ O
—— -
SIS Administrator Help SIS Webinar Recordings Teacher and Parent/Student Portals
FAQ's

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

Focus University

Search Help Docs...

Click below for:

Video Tutorials _ L
Help & Training Docs \

Weekly Webinars

Portal Page 45



Last Updated
Mar 31, 2020

Download Article PDF
B Print Article

Other Resources

SIS

815 Administrator Help

SIS Webinar Recordings

Teacher and Parent/Student Portala
FAQ's

State Reporting

Florida State Reporting
Texas State Reporting
Pennsylvania State Reporting

ERP

Current Webinars - Now through 5/18/2019

Golo

Focus Forum Replays

In this channel, you'll be able to review any of our
webinars that you may have missed.

Looking for an archived webinar?
Can't find what you're looking for?

. E-mail brigrittef@focusschoolsoftware.com for
ERP Administrator Help

ERP State Reporting assistance.
s55
SSS Administrator Help Featured Videos

Release Notes and State Reporting Updates
Ralease Notes

State Reporting Updates

COther

Additional Help
Users' Conference Recordings

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

sudentio [

Click below for:

Video Tutorials

Help & Training Docs
Weekly Webinars

7

Search Results display in ScreenSteps.
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F@C U S Focus School Software

Schoal Software

My Profile  Log out

Stuaem info

Total articles found: 276 Reset Search

Documentation for Administrators / Search Results

Filter Search Results

Check the options below to only search specific manuals

Search Results
O i Administrator Heip

G SIS Webinar Aecordings

O Teacher and Parent/Student Portals
O rae Student Info

Updated on: Mar 30, 2023
State Reporting
(O Fionia state Reponing SIS » SIS Administrator Help » Students » Student Info
[0 Texas state Feporting Tags Students/Student.php

O Pennsytvania State Reporting
The Student Info screen displays the student's record.

ERP

O enr aaminstrator Help

O enP state Reporting

Student Info: Immunizations

Updated on: Jul 21, 2022

$88

O ss& Administrator Help
515 » 513 Administrator Help » Students + Student Info: Immunizations

Release Motes and State Reporting Updates

I:j Fietese Holos In the Students menu, click Student Info . 2,
O s1ate Rsporting Updatas

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 11 [
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

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: [NIA .
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 tab >
View/Edit Timecards or ERP > Setup > Profiles > Employee Self Service tab > 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.

Timecards
“Export [ZIY Toggle Columns
Status £ Details Fiscal Year § Weekindex £ Weekrange § Pay Type & Position 4 Exempt From Overtin
. ) Current Week:
Active = View 2021 52 ESP SOTA 10 MO: EDUC SUPP PROF SOTA 10MONTH | Ed Sup ProfSpEd 1:1  No
08/28/2022 - 08/31/2022
Completed Week:
Pending = View 2021 50 ESP SOTA 10 MO: EDUC SUPP PROF SOTA 10MONTH  Ed Sup Prof 5pEd 1:1  No
08/14/2022 - 08/20/2022
Completed Week:
Finalized/Posted = View 2021 50 ESP SOTA 10 MO: EDUC SUPP PROF SOTA 10MONTH  Ed Sup Prof SpEd 1:1  No
08/14/2022 - 08/20/2022
Completed Week:
Finalized/Posted = View 2021 43 ESP SOTA 10 MO: EDUC SUPP PROF SOTA 10 MONTH | Ed Sup ProfSpEd 1:1  No
08/07/2022 - 08/13/2022
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ERP

The Portal page is the key to navigation throughout Focus and throughout the ERP system.
Before conducting purchase orders, taking inventory, etc., you must learn the basics of the
software. A lot can be accomplished directly from the Portal page, which includes an Alerts
module, Upcoming Events, a Find an Employee module and quick search pull-down, a
Birthday List, and more.

@ All portal blocks can be added via SIS > Setup > Portal Editor.

The Basics of the Portal Page

When you first sign into Focus, you will be taken to the Portal page.

Lizette Garcia SIS
Select Employee ¥ Portal

Admin ¥ ERP
@ Portal - System Admini r . Wel Lizette Garcia Last login: Tue, Jun 13 9:18am
= L 7
B District & School Announcements Upcoming Events ) View Calendar
& 4 Contact Information change - Roxy, Fry L : 3014:XX 0612  Summer Volunteers = 8:00am Summer School
1254PM  District Announcement
= &% Asset Transfer Request (Garcla, Lizette) = 9:00am Summer School

We are loaking for volunteers o work over summer break
L 3 Courier Request - Asset Transfer for #84768 and assist with summer schoal. If you are interested, please
contact Ms. Lizette Garcia at 727-677-9090.

= 9:00am

Summer School

[ ]

B = 9:00am Summer School
» Find an Employee = 6:30pm Band Rehersals
> (l ] |User Info |} - 9:00am Summer School
® Include Inactive Users

- = 9:00am Summer School
-

8 = 9:00am Summer School
ik #= More Search Options

= 9:00am Summer School

District Reports Favorites/Recent Programs

To navigate through the Enterprise Resource Planning system, be sure ERP is selected via the
SIS/ERP toggle.
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Lizette Garcia SIS

Admin ¥ ERP

Last login: Tue, Jun 13 9:18am

Upcoming Events (3 View Calendar

District & School Announcements

= 9:00am

Summer School

06/12 Summer Volunteers
12:54 PM  District Announcement

= 8:00am Summer School
We are looking for volunteers to work over summer break

and assist with summer school. If you are interested, please
contact Ms. Lizette Garcia at 727-677-9090.

= 9:00am Summer School

= 9:00am Summer School

= 6:30pm Band Rehersals

o Depending on your role at the district and your profile permissions, you may have
access to SIS as well. For more information on the SIS Portal page and basic navigation,
see Portal.

Your username displays in the far right corner of the screen. If you have access to multiple
profiles, your username may display as a pull-down.

Lizette Garcia SIS

Admin Y ERP

Last login: Tue, Jun 13 9:18am

District & School Announcements Upcoming Events £ View Calendar

= 9:00am

06/2 Summer Volunteers Summer School

1254 PM  District Announcement

= 9:00am Summer School
We are looking for volunteers to work over summer break

and assist with summer schoal. If you are interested, please
contact Ms. Lizette Garcia at 727-677-9090.

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.

= 9:00am Summer School

= 3:00am Summer School

= 5:30pm Band Rehersals
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Lizette Garcia E

Admin ¥ ERP

Lastlog Q Filter...

Upcoming Events Teacher

s 9:00am Summer School

9:00am Summer School

9:00am Summer School

9:00am Summer School

6:30pm Band Rehersals

Click the logo / Portal button at any time from any screen to navigate back to the main Portal
page.

Select Employee ¥ Portal

Portal - System Administrator  [¥] Welcome, Lizette Garcia

52
=
- Alerts District & School Announcements
&

g6 Contact Information change - Roxy, Fry L : 3014:XX 06112 Summer Volunteers
12:54PM  District Announcement

[ =] & Asset Transfer Request (Garcia, Lizette)

We are looking for volunteers to work over summ
e ¥ Courier Request - Asset Transfer for #84768 and assist with summer schoal. If you are interest

contact Ms, Lizette Garcia at 727-677-9090.

)]

B

P Find an Employee

}"‘ Use
o Include Inactive Users

bt
F 4

il

= More Search Options m

E

Most districts elect to have their own logo here, as opposed to the built in Focus logo.
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@ Logos and other district information can be customized via SIS > Setup > District Info.

o The logo displays with the site version when using a non-production site, such as a
demonstration site or a training site.

ﬁ%! !§ Select Employee ¥ Portal
5

B | Portal - System Administrator  [¥] Welcome, Lizette Garcia
= Al
e o
B
ﬂ - Contact Information change - Roxy, Fry L:
3014:XX
pry
-y
& Asset Transfer Request (Garcia, Lizette)
gt
> ¥ Courier Request - Asset Transfer for #84768

The Focus navigation menu displays along the left side of the screen. If you hover over any of
the menu icons, the menu will open and the menu titles will appear.
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2
I

F@‘ i ! ! § Select Employee
5

[ | Portal - System Administrator  [¥) [ Budgeting/General Ledger | [¥) welca
= & Purchasing/Accounts Payable

5] Alerts B Accounts Receivable -
&= g Contact Information change - Rox & Fixed Assets e - Roxy, Fry |
=] & Asset Transfer Request (Garcia, L 4, Transportation & arcia, Lizette)
‘& 3 Courier Request - Asset Transfer ! ‘& Human Resources ansfer for #84
(s} © Payroll

B B Work Orders

* | Y Setup I
® Include Inactive Users () Development

L2 t» Employee Self Service

= = Forms

ik = More Search Options e JETHTYY . Reports

District Reports

@ Because you may have different preferences set up, your menu may be located along
the top of the screen. To change your preferences, select SIS from the SIS/ERP toggle,
from the Users menu, click My Preferences. From this screen, you will 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 the article on
My Preferences for information on how to customize the look of the software.
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% Set... | & Devel... Empl... B8 Forms  of, Reporits

F@‘ E! !§ Select Employee v [:{Re]
5|

W& Trans...

7= Purch... Fixed ... Work ...

= Budg... ¥ Accou... Payroll

Portal - System Admini " Last login: Tue, Jun 13 9:18am

Search...

Alerts Upcoming Events ew Calendar
Employee &

4@ Contact Information change - Roxy, Fry L : 3014:XX = Add Employee = 9:00am  Summer School
Employment Agreement Maintenance

& Asset Transfer Request (Garcia, Lizette) = 9:00am Summer School

Position Control
We ostiion Lontre er break and
:‘! Courier Request - Asset Transfer for #84768 ass Applicant Tracking please contact
Summer School

= 9:00am
Time & Attendance Approval

Ms
Mass Add Log Records I
. Position Control Changes
Find an Employee
Professional Development
View ESS User Info ]
Include Inactive Users Employee Action Form

= 9:00am  Summer School
= 6:30pm Band Rehersals

= 9:00am  Summer School

Online Applications = 9:00am Summer School

Employee Breakdown

Benefits
= More Search Options Benefits

Print 1095 |

District Reports Favorites/Recent Programs

= 9:00am Summer School

= 9:00am Summer School

From here, you can click on any of the menu items in order to access the screens within the
menu.

F@‘ ! !§ Select Employee v
S|

fd Budgeting/General Ledger I Search... ]
& Purchasing/Accounts Payable
) strict & School
B Accounts Receivable Employee i
& Fixed Assets Add Employee 06112  Sun
Employment Agreement Maintenance 12:54FM  Distr
L% Transportation
Position Contral .
5 2 . . e are looking for volu
SRR SINanEsecolices Applicant Tracking & d assist with summe
@ Payroll Time & Attendance Approval antact Ms. Lizette Gar
Mass Add Log Records
B Work Orders o0
Position Control Changes
\3 Warehouse Professional Development
W Setup View ESS
O Development Employee Action Form
Online Applications
., Employee Self Servi
- pREESHIS ce Employee Breakdown
= Foms
Reports Benefits
Print 1095 |
Leaves

Leave Maintenance Jyorites
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@ 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 will filter based upon the entered

criteria. Click the desired screen.

Select Employee ¥

Portal

& Purchasing/Accounts Payable Reports
Accounts Receivable Staff Report St
& Fixed Assets Supplement Report (

Position Change Report 1
L) Transportation

Leave Report We are la
## Human Resources Advanced Report and assis
@ Payroll SOniast
B Work Orders
— I
P Setup I
(2 Development
1 Employee Self Service
-~ Forms
il; Reports

Favoriti

At the bottom of the menu is a magnifying glass (in the left corner of the screen). To search for
any screens within ERP, click on the magnifying glass and start typing in the provided text
box--this will pull any screens that match. Once you see what you are looking for, click the name
and the screen will open.
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F@‘ i ! !§ Select Employee ¥ Portal

Portal - System Administrator  [¥] Welcome, Lizette Garcia

=

District & School
« |
&

4 Contact Information change - Roxy, Fry L : 3014:XX - 0612  Sum
(o5
12:54PM  Distri

= % Asset Transfer Request (Garcia, Lizette)

‘We are looking for volur
- ¥ Courier Request - Asset Transfer for #84768 and assist with surnmer
contact Ms. Lizette Gart

Work Order Requests
‘Work Orders / Work Orders

Purchase Request/Order Report
Purchasing/Accounts Payable / Reports

Pick Lists
Work Orders / Work Orders

General
Work Orders / Setup

Purchase Orders
Setup / Rollover

Internal Purchase Orders -
Setup / Rollover Favorites/Recent]
ordef I Favorites

Q

(-

Your Last login displays and includes the day and time of your last login to the system.

Lizette Garcia SIS
Admin L 4 ERP

Last login: Tue, Jun 13 9:18am

Upcoming Events [ View Calendar

= 9:00am Summer School

= 9:00am Summer School

= 9:00am Summer School

= 9:00am Summer School

The Portal page may also come equipped with additional dashboards; dashboards can be set
up (normally by the district) via SIS > Setup > Portal Editor, and are available for selection from
the dashboard pull-down. These additional dashboards usually display important student/
employee data resulting from advanced reports, etc.
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District Dashboard

E] Welcome, Lizette Garcia

= Q Filter...
Bd || Portal - System Administrator @ A-Asian or
Pacific Islands
& | | District Dashboard . ;c;:ci ar:;_’
School Dashboard W Hispanic.
| -~ ~
- District AP Data H - Hispanic
> HR Dashboard @ 1-Amer. Indian...
. @ M- Other
@ || Daily Snapshot @ W - White, Non...
¥
p

Adult
Education -
9103

Focus
Elementary
School - 0...
Focus High
School -
0041

o 100

Race By School

T

200 300

Lizette Garcia EE
.F@ Select Employee ¥ Portal
( Admin Y ERP

Last login: Tue, Jun 13 9:18am

400

@ 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.

In addition to school/student data being displayed as part of additional dashboards, if you
have more than one profile, you will see additional Portal pages. In the example shown,
there is a System Administrator portal and an ERP Internal Account Bookkeeper portal.

|ERP Portal

Portal - ERP Internal Account Bookkeeper o

District AP Data

ERP Portal
School Dashboard

Parent/Student Dashboard

A Focus greeting will welcome whomever is signed into the system. You will see your username

here.
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‘ F@ Select Employee ¥ Portal

Portal - System Administrator

Welcome, Lizette Garcia

3014:XX
,ﬁ, Asset Transfer Request (Garcia, Lizette)

¥ Courier Request - Asset Transfer for #84768

District & School Announcements

Contact Information change - Roxy, Fry L : 06/12 Summer Volunteers
1254 PM  District Announcement

We are looking for volunteers to work over
summer break and assist with summer school.
If you are interested, please contact Ms. Lizette
Garcia at 727-677-8080.

Click the Help button to open a help documentation article pertaining to the screen you are
using. The Help button is available on every Focus screen.

Lizette Garcia EH
F@ Select Employee ¥ Portal
. Admin Y ERP

E Portal - System Administrator ' Welcome, Lizette Garcia Last login: Tue, Jun 13 9:18am
= . .
- Alerts District & School Announcements Upcoming Events ) View Calendar
|
el 4ua CONtact Information change - Roxy, Fry L : 06/12 Summer Volunteers = 9:00am  Summer School
3014:XX 1254 PM  District Announcement

. = 9:00am Summer School

ﬁ Asset Transfer Request (Garcia, Lizette) We are looking for volunteers to work over
‘@ summer break and assist with summer school.

¥ Courier Request - Asset Transfer for #84768 If you are interested, please contact Ms. Lizette = 9:00am Summer School
9 Garcia at 727-677-9080.
=] = 9:00am  Summer School
¥ = 6:30pm Band Rehersals

Find an Employee
* User Info . = 9:00am Summer School

Include Inactive Users - BT e S

L
= = 9:00am Summer School
I.lﬁ #= More Search Options m = 9:00am Summer School
Q © Help | 8l Logout

Here you have the option to open the article in a new window and browse other articles
housed within ScreenSteps.
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Tobi Documentation for Administrators /- ERP / ERP Administrator Help © Portal Page & Additional Help © Portal
opics

Budgeting/General Ladger
Portal

Purchasing/Accounts Payable
Accounts Receivable X o
The Portal page is the key to navigation throughout Focus and throughout the ERP systemn. Before
Fixed Assets conducting purchase orders, taking inventory, etc., you must learn the basics of the software. A lot can
be accomplished directly fram the Portal page, which includes an Alerts module, Upcoming Events, a

Transportation Find an Employee module, a Birthday List, and more.

Human Resources

Payroll
) Al portal blocks can be added via SIS > Setup > Portal Editor.

Work Orders
Warehouse s The Basics of the Portal Page

Openinanew window

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.

Upcoming Events £ View Calendar

= 9:00am Summer School
= 9:00am Summer School
= 9:00am Summer School

= 9:00am Summer School

= 6:30pm Band Rehersals
= 9:00am Summer School
= 9:00am Summer School
= 9:00am Summer School

= 9:00am Summer School

¥ Help
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lizetteg@focusschoolsoftware.com ~, Sign in with Google

Vendors: Forgot Password?

@ fyour district is using Active Directory for single sign-on, you will see a message
informing you that you have been temporarily logged out of Focus.

Employee Quick Search

You can quickly select an employee and view their record without conducting a search
using the Select Employee pull-down available at the top-left corner of every screen,
including the Portal page.

1. Click the Select Employee pull-down.
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Select Employee ¥ Portal

Portal - System Administrator [ Welcome, Lizette Garcia

38
=
e

' e gé:::;a;; Information change - Roxy, Fry L : 06/12 Sun

1254 PM  Distr

&% Asset Transfer Request (Garcia, Lizette) We are looking for volu

g ; summer break and ass
o ¥ Courier Request - Asset Transfer for #84768 If you are interested, pl
Garcia at 727-877-909(

The Select Employee pull-down displays employee names, employee identification numbers,
and social security numbers.

@ Thedisplay of the social security number depends on the Display SSN in Employee
Dropdown setting enabled via Setup > Settings > Payroll tab.

The Search Results tab is selected by default when a search has been conducted. To use the
filters and results of your last employee search, leave the tab selected. For example, if you
conduct a Employee search where you searched for "ro," the results of that specific search will
display in the Select Employee pull-down when Search Results is selected.
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“« B 9

© ¥

Select Employee v

Employee

Q, Filter... Employees
Demographic J -
Erin, Rolando (25719) e
Search Screen Roa, Steven (4039) Search Results
Rodarte, Mikaela Zeke (25646)
User: ro Rosario, Zeke Michelle (4010)
Stringer, Roland Clea (B071)
5Users |
User
Erin, Bolando
Roa, Steven O Mateh all
Rodarte, Mikaela Zeke 25646
Rosario, Zeke Michelle 4010
Stringer, Roland Clea 0 8071

If an employee search has not recently been conducted, the Search Results tab does

not display.

2. Click the Search Results tab to remove the Search Results from your latest search. Once,
disabled, the tab turns gray.
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=
Search Screen
| & ]
ﬁ User: ro
SUsers
I
User
o Erin, Rolando
= Roa, Steven

Select Employee v

Q, Filter...

Abernathy, Nora Robin (3105)
Abrego, Ali Joan (19678)
Abrego, Amira Carlita (24701)

Abrego, Cade (25581)

Abrego, Lil (22338)

Abrego, Elena Kathryn (6992)
Abrego, Goldie Locks (24393)
Abrego, John Germain (13482)
Abrego, Kelly Maryanne (11278)
Abrego, Kristen Stewart (16493)

Employee

Employees

Inactive Employees

Search Results |

O Mateh all

3. To search for active employees only, click the Employees tab.

Contact Informs
3014:XX

& Asset Transfer
i

¥ Courier Reques
©

Select Employee ¥

Q, Filter...

Acevedo, Irene F (4228)

Aguayo, Tea A (25384)
Aguilar, Alfred (25902)
Alarcon, Caren (4632)
Alcala, Cerca C (24727)
Aranda, Alison E (4252)

Aranda, John Hamm (20261)

Backman, Kate J (4222)
Badillo, Ben Stone (27105)

Portal

Adams, Nereida Marie (4339)

Employees

Inactive Employees

) Match all

4. Click Inactive Employees to display inactive employees from which to choose.
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‘ F@ Select Employee ¥ Portal

E Q, Filter... Employees
Abernathy, Nora Robin (3105) | Inactive Employees I
= Abrego, Ali Joan (19678)
& | Abrego, Amira Carlita (24701)
& Contact Informg Abrego, Cade (25581)
3014 Abrego, Elena Kathryn (6992)
= & Asset Transfer Abrego, Goldie Locks (24393)
2 Abrego, John Germain (13482) hool.
¥ Courier Reques Abrego, Kelly Maryanne (11276) izette
o Abrego, Kristen Stewart (16493)
B8 Abrego, Lil (22338) O Match all }

a. To search for active and inactive employees, click both the Employees and Inactive
Employees tabs.

Select Employee ¥| Portal

Q Filter... Employees
[ | Portal - System Admi |
= Abernathy, Nora Robin (3105)
Abrego, Ali Joan (19678
g ( )
Abrego, Amira Carlita (24701)
| & ]
& Contact Informg Abrego, Cade (25581) are
: rego, Elena Kathryn
3014:XX Ab Elena Kathryn (6992)
& Asset Transfer Abrego, Goldie Locks (24393)
‘gt Abrego, John Germain (13482) he
° ¥ Courier Requeq Abrego, Kelly Maryanne (11276) iz
Abrego, Kristen Stewart (16493)
=] Abrego, Lil (22338) O Match all }

If Search Results and Employees are both selected, the displayed employees will include all
active employees OR employees from the Search Results of your latest employee search.
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| F@ Select Employee ¥ Employee

28 d :
= Acevedo, Irene F (4228) et e |
Adams, Nereida Marie (4339) Search Results
Search Screen U ;l
| & | Aguayo, Tea A (25384) |
ﬁ User: ro Aguilar, Alfred (25802)
Alarcon, Caren (4632) |
-
. 5Users [ Alcala, Cerca C (24727)
o0 Aranda, Alison E (4252)
User
® Aranda, John Hamm (20261) )
Erin, Rolando Backman, Kate J (4222)
B8 Roa, Steven Badillo, Ben Stone (27105) 0 Match all
¥ | Rodarte, Mikaela Zeke 25646

Select the Match all check box to display employees that are listed in the Search Results of
your latest employee search AND are currently active employees.

Select Employee ¥ Employee

Q, Filter... Employees

& Erin, Rolando (25719) e I
Foa, Steven (4039) Search Results
Search Screen
& | Rodarte, Mikaela Zeke (25646)
ﬁ User: ro Rosario, Zeke Michelle (4010)
Stringer, Roland Clea (B071) |
S5Users [
o
User
o Erin, Rolando
B |Roas Match all
¥ | Rodarte, Mikaela Zeke 25646

If Search Results and Inactive Employees are both selected, the displayed employees will
include all inactive employees OR employees from the Search Results of your latest employee
search.
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F@‘ i l !§ Select Employee ¥ Employee
5

Q, Filter... Employees
B Demographic _
= Abemnathy, Nora Robin (3105) Al S
Abrego, Ali Joan (19678)
Search Screen
& | Abrego, Amira Carlita (24701)
ﬁ User: ro Abrego, Cade (25581)
Abrego, Elena Kathryn (6992) |
-
= 5Users | Abrego, Goldie Locks (24393)
e " Abrego, John Germain (13482)
ser
o Abrego, Kelly Maryanne (11276) 1
Erin, Rolando Abrego, Kristen Stewart (16493)
B | Roa Steven Abrego, Lil (22338) O Match all
¥ | Rodarte, Mikaela Zeke 25646

Select the Match all check box to display employees that are listed in the Search Results of
your latest employee search AND are currently inactive employees.

Select Employee v Employee

Q Filter... Employees
E ro ]
& Abrego, Rosinda B (12341) 1
Acevedo, Robert SEVERIN (13534)
Search Screen
| & ] Acevedo, Rodney (24206)
& |User:ro Acosta, Rolando J. (22634)
Adams, Roger BERNADETTE (18270) |
-
. 1024 Users Addington, Roger JOHN (7388)
1gn | Goto Page 1,2 Shov aguayo, Robert CHARLES (12556)
° Displaying 1 through 1000/ 5 q,ay0, Robert CLAYTON (16724)
User Aguayo, Ronald L (17150)
bre osinda i Match all
8 .. y— Aguilar, Robert (21210) @ Match all|

5a. Scroll through the listed employees for the employee you want, then click the employee
name to open the record in Human Resources > Employee.

5b. Start typing the first name, last name, or EIN in the Filter... text box, then click the
employee name to open the record in Human Resources > Employee.
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‘ F@( i l !§ Select Employee ¥ Portal
S

Roa, Steven (4039)
Erin, Rolando (25719)
Coronado, Emilia Rose (25856)
Rodarte, Mikaela Zeke (25646)
Rosario, Zeke Michelle (4010)
Stringer, Roland Clea (8071)
Blodgett, Tea Rourke (26050)

¥ Courier Requeq Jones, Liberato Robinson (16520)

MNegron, Hermelindo June (23615)
Pedroza, Louis L. (4276)

Employees

Inactive Employees

i
zhool.
Lizette

) Match all

=
& |
) Contact Informa
3014:XX
&% Asset Transfer
o
o

Once the employee record is in open in Employee, the pull-down reflects the selected employee

information along with ad

ditional features.

% Roa, Steven

Employee

31
=
B | Filter fields...
&

m Primary Info
= n * First Name
Address
| g * Last Name
n Certifications
9 Username
Charter/Contracted Emp...
H Force
n Contact Password...
¥ |
m Direct Deposit uuID

Jobs Deductions Pay History Files Audit Trail Benefits Benefit Payments

Primary Info a 3

Steven Middle
Roa Name !
gerardd Pass
O Att:

206e38556-2e91-490a-98b1-

a. Click the arrow to open the pull-down and startover.
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ol

Jobs

Filter fields...

Roa, Steven

Q, Filter...

Deductions  Pay HigaCEiC Ul G

Rodarte, Mikaela Zeke (256486)
Rosario, Zeke Michelle (4010)
Samaniego, Bruce G (4015)
Samson, Cesareo Kym (24977)

Employees

Inactive Employees

Primary Info

Santos, Debbie L. (4257)
Address Segura, Ann M (4274)
Certifications Segura, Katja A (26889)

Skaggs, Guillermo Andrew (25937) o
Charter/Contracted Emp... Smith, Nancy ASHLEY (22289) ] Match all
Contact r Password... Users

= |

The Select Employee pull-down is replaced by the employee's name and EIN.

Employee

«

4
{

Jobs

Filter

Deductions Pay History

fields...

Primary Info

Address

Certifications
Charter/Contracted Emp...
Contact

Direct Deposit

Files

* First Name
" Last Name
Username

Force Password
Change

uuID

Audit Trail Benefits Benefit Payments

==} Il Primary Info a =

Steven
Roa

gerardd
ad

206e3856-ae91-490a-98b1-a12eef8f9723

a. Hover over the employee photo for additional information.
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® Adams, Nereida Marie ¥
| F@( E ! ! § Employee
5
52

Mame Adams, Nereida Marie EI -EI
| Audit Trail Benefits Benefi
i StaffID 4339
- Personal Email
55
& Gender Female
| .. | | phoneNumber 2 =) @&
" || DateofBirth 10/18/1972 Address & Additional 4 City 4
L
I | W4 Status  Married | 1]
@ 3 | i I -
| Charter/Contracted Emp... = 475 Cent TREASURE XX

@ Theinformation displayed here is determined by the selection made via SIS > Users >
My Preferences > Columns in User Lists.

b. Click Back to Search Results to return the latest search results screen.

x Roa, Steven v

= Employee
=] <>)

Deductions Pay History Files Audit Trail Benefits Benefit Payments

Filter fields... — . .
=[d Il PrimaryInfo o

Primary Info

*First Mame  Steven
Address

*LastMame Roa
Certifications

Username gerardd
Charter/Contracted Emp...
" P Force Password [ ]
Contact Change
; : 4 UUID  206e3856-ae91-490a-98b1-a12eef8f972:

Direct Deposit .

c. Click the left and right arrow to navigate to the previous (left) and next (right) employee in
the list (as displayed in the Select Employee pull-down.
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x Roa, Steven

¥

Employee
= || 4

Primary Info

G

€

«
A

Address

Certifications

(&

Charter/Contracted Emp...

Direct Deposit

'

Jobs Deductions Pay History Files Audit Trail Benefits Benefit Payments

Primary Info a 3

*First Name  Steven
*Last Name Roa

Username gerardd

Force Password [ ]
Contact Change

UUID  204e3856-2e91-490a-98b1-a12eef8f9723

The left arrow for previous employee is inactive because Rolando Erin is the first person in
the list. Upon clicking the right arrow to navigate to the next student, you can now click
the left or right arrow to navigate back to Rolando Erin or go to the next employee in the

list.

=
B | Filter fields... =4 m [
ﬁ m Primary Info
- n rddrese "“Flrst Name

| “ n Certifications R
° Username

Charter/Contracted Emp... Force

=] n Contact Password...
¥ m Direct Deposit : P
) —

'F@ % Erin, Rolando v Ernol

- mployee
P iersoy =)
53]

Jobs Deductions Pay History Files Audit Trail Benefits Benefit Payments

Primary Info a E3

Rolando Middle Name
Erin Name Suffix
pijanowskij Password
O Attach to

Users

03f5c1fe-8750-46ba-bcl3-

d. Click the red and white X to close the employee and navigate to the main Employee screen
where you can conduct a search and select a new employee.
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Employee

Jobs Deductions Pay History Files Audit Trail Benefits Benefit Payments

=
| : Filter fields... =i Il Primary Info = &

m Primary Info
= *First Name Steven
n Address
I g *Last Name Roa
n Certifications
o Username gerardd
Charter/Contracted Emp... ForcePasoword O
n Contact Change
o 4
¥ BN  Direct Deposit UUID  206e3856-2e91-490a-98b1-a12eef8f972

Alerts, District & School Announcements, and Upcoming Events

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. This section lists any activity that requires approval or your attention, whether it be
a purchase order, an asset transfer, etc. Click the link or the screen icon to navigate directly to
the appropriate screen.

Select Employee ¥ Portal

Portal - System Administrator

District & School Announcements

[¥] Welcome, Lizette Garcia

Contact Information change - Roxy, Fry L : 06/12 Summer Volunteers
3014:XX 1254 PM  District Announcement
Iﬂ, Asset Transfer Request (Garcia, Lizette) We are looking for volunteers to work over
‘@ summer break and assist with summer school.
¥ Courier Request - Asset Transfer for #84768 If you are interested, please contact Ms. Lizette
@ Garcia at 727-677-9090. [
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@ District Reports only display in the District Reports block; however, if the District
Reports block is removed via SIS > Setup > Portal Editor, reports will display in the
Alerts block.

Clicking the Asset Transfer Request alert opens the Transfer Requests screen.

Writer
scurre | Select Employee ¥ Transfer Requests Lizette Vigil %
nt
E Transfer Requests 2022 - 2023 ~
=
Request Transfer
&
| e Priority Routine .

v Destination Facility ®

Identification Method | Barcode .
e

Request Pickup -
I —
8 | commen )

.

L 4 Request Transfer
*
® Transfer History
‘e View All Users
= 8 =) o)
s Approve All Check All Barcode § Request Priority § = Reguest Date § RequestStatus § Requester §  Receiver ¢ Destination Facility § Facility §

Approve |[ Deny | ) 01000268  Routine 04/14/2023 I Pending  Vigil Lizette N/A 0031- FOCUS HIGHSCHOOL 0021 BEACH HIC l

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

Portal - System Administrator . Welcome, Lizette Garcia

B
=
a District & School Announcements
&

Contact Information change - Roxy, Fry L : 06/12 Summer Volunteers
3014:XX 12:54 PM  District Announcement
,ﬂ, Asset Transfer Request (Garcia, Lizette) We are looking for volunteers to work over
‘@ summer break and assist with summer school.
¥ Courier Request - Asset Transfer for #84768 If you are interested, please contact Ms. Lizette
o Garcia at 727-677-9090.

Administrators have the ability to create their own school level profile-specific messages via
SIS > Students > Communication > Announcements. However, this option is dependent upon
profile permissions.

o District & School Announcements and Upcoming Events created via SIS > Setup >
Portal Messages and SIS > Users > Calendar display depending on your permissions to
selected schools via SIS > Users > User Info > Permissions tab.

The Upcoming Events section contains reminders of the events on your Calendar, as well as
events created by administrative users. 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 SIS > Users >
Calendar.
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Lizette Garcia 38

Select Employee ¥ Portal

Admin ¥ ERP
E Portal - System Administrator ' Welcome, Lizette Garcia Last login: Tue, Jun 13 11:38am
= . .
- Alerts District & School Announcements Upcoming Events £ View Calendar
Contact Information change - Roxy, Fry L : 06/12 | Summer School officially starts June 12 from %am to 2:30pm daily. chool
.
3014:XX 12:54 PM  “District Announcement
L Summeif School
& Asset Transfer Request (Garcia, Lizette) We are looking for volunteers to work over
g summer break and assist with summer schoaol.
¥* Courier Request - Asset Transter for #84768 If you are inferested, please contact Ms. Lizette Summer School
o Garcia at 727-677-9090.
=] = 9:00am Summer School
P = 6:30pm Band Rehersals
Find an Employee
X Q ] Userinfo . = 9:00am Summer School
Include Inactive Users s 000amicummenschool
e
B = 9:00am  Summer School
s T e TS m = 9:00am Summer School

Click View Calendar to open your calendar, which can also be accessed via SIS > Users >
Calendar.

Lizette Garcia EE
Select Employee ¥ Portal

Admin ¥ ERP

Portal - System Administrator [¥) welcome, Lizette Garcia Last login: Tue, Jun 13 11:38am

]
=
- District & School Announcements Upcoming Events £ View Calendar
&

= 9:00am Summer School

Contact Information change - Roxy, Fry L : 06112  Summer Volunteers
3014:XX 1254 PM  District Announcement
ﬁ Asset T] Lizette Garcia m
Select Employee ¥ Focus
- Admin ¥ ERP
¥ Courier!
o B
2 = O June,2023 © e [N (NN IEEDNIERE
]
¥ W soaen
Find an H & Sl Sunday Monday Tuesday Wednesday Thursday Friday Saturday
} 06/13 - Summer School
O e 06/14 - Summer School
Include |
gh -] 06/15 - Summer School M 5 6 7 8 ° b
== 8 06/16 - Summer School a
P 1 12 13 14 15 1% 17
- h Summer
~ Band Rehersals
® 06/18 - Summer School

18 19 20 21 22 23 24
— | S
Qa | 019 Summer school S Smem Gm Seew Seew Smem e
06/20 - Summer School

25 26 27 28 29 30
| L ul. 7

&l Logout |

06/21 - Summer School

Q @ Help &l Logout

Find an Employee

The Find an Employee module allows you to quickly conduct an employee search directly from
the Portal screen.
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Select Employee ¥ Portal

B | [Portal - System Administrator  [¥] Welcome, Lizette Garcia
i - -
- Alerts District & School Announcements
Contact Inf: ti h - Roxy, FryL:
e e CON E-IC nformation change - Roxy, Fry 0_6!12 S,.,lrr-lmer Volunteers
3014:XX 1254 PM  District Announcement
& Asset Transfer Request (Garcia, Lizette) We are looking for volunteers to work over
e summer break and assist with summer school.
# Courier Request - Asset Transfer for #84768 I you are interested, please contact Ms. Lizette
o Garcia at 727-677-9090.
¥ :
Find an Employee
User Info [v]
O Include Inactive Users
e
==
s
= More Search Options m

1. To conduct an employee search, enter the employee's name or a partial name; you can also
enter employee's EIN to conduct a search.

Find an Employee

| abboy 1 | | User Info .

Include Inactive Users

i= More Search Options m

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 employee name or ID
number can also be entered into the search bar. Searching for "ab" will pull every employee
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.

2. Select the Include Inactive Users check box to include inactive employees in your search.
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3

| Find an Employee

" Include Inactive Users

‘= More Search Options m

3. More Search Options enables you to search for groups of employees with similar information
in any number of user fields and/or user data. Click More Search Options to open Human
Resources > Employee and set additional search parameters.

Find an Employee

‘User Info .

Include Inactive Users

= More Search Options e B-TFT )

a. From the Employee screen, click More Search Options.
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F@‘ i l !§ Select Employee ¥ Employee
5

E Demographic Jobs Deductions Pay History Files Benefits Benefit Payments
=
Search Screen  User List
= ]
&

| ‘¢ User |

o
H More Search Options
b,

4. When all parameters have been set, click Search. You can also click the Search button
without entering any criteria to generate a search of all employees.

Find an Employee

User Info .

Include Inactive Users

= More Search Options m

0 For more information on conducting an employee search and the steps after
conducting your search, see Employee.
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Favorites/Recent Programs, Birthday List, and Focus University
Courses

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

Lizette Garcia m

Admin ¥ ERP

L
Favorites Recent Programs
Employee Wages - Employee
Rollover - Transfer Requests
Settings - Employee - User: Steven Roa

Employee - User: Rolando Erin
Employee - User: Cerca Alcala
Employee - User: Caren Alarcon
Employee - User: Alfred Aguilar
Employee - User: Tea Aguayo

Emblovee - User: Nereida Adams
T

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

Favorites
Employee Wages -
Rollover -

Settings -

Recent Programs

Employee

Transfer Requests

Employee - User: Steven Roa
Employee - User: Rolando Erin
Employee - User: Cerca Alcala
Employee - User: Caren Alarcon
Employee - User: Alfred Aguilar
Employee - User: Tea Aguayo

Emnlovee - User: Nereida Adam

To add a program to the Favorites list, navigate to the screen in Focus. Click the menu name
and click + Add (name of program) to Favorites.

Select Employee v

Portal

W + Add "Portal" to Favorites

Contact Information change - Roxy, Fry L :
3014:XX

& Asset Transfer Request (Garcia, Lizette)

R Cooriar Bemact - Acest Trancfar for #AATRRA

B
=
&

Rollover

o612

Portal - System Administrator . Welcome, Lizette Ge EmMployee Wages

Summer Volunteers

12:54 PM  District Announcement

We are looking for volunteers to work over
summer break and assist with summer scho

[ - J—1

S

- i

You can also navigate to Favorites by clicking the screen name of the current screen and click

the program name in the list.
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Select Employee ¥ Portal

+ Add "Portal"” to Favorites

Portal - System Administrator

[¥] Welcome, Lizette G: Employee Wages -

Rollover -

3
=
= T
&

Contact Information change - Roxy, Fry L : 06/12  Summer Volunteers
3014:XX 1234 PM  District Announcement
Iﬂ, Asset Transfer Request (Garcia, Lizette) We are looking for volunteers to work over
‘¢ summer break and assist with summer scho
1\1 Courier Request - Asset Transfer for #84768 If you are interested, please contact Ms. Lize
o Garcia at 727-677-9090.

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.

Alternatively, click the screen name and click the delete button (red minus sign) next to the
program name.

Lizette Garcia

+ Add "Portal" to Favorites Admin ¥ ERP
Employee Wages -
Rollover E = 9:00am  Summer School
Settings -
= Q-NNam  Summear Sehnnl
L
Favorites Recent Programs
Employee Wages - Employee
Rollover E Transfer Requests
Settings = Employee - User: Steven Roa

Employee - User: Rolando Erin
Employee - User: Cerca Alcala
Employee - User: Caren Alarcon
Employee - User: Alfred Aguilar
Employee - User: Tea Aguayo

Emblovee - User: Nereida Adams
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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.

Favorites/Recent Programs

Favorites

Employee Wages
Rollover

Settings

Recent Programs

- Employee

- Transfer Requests

- Employee - User: Steven Roa
Employee - User: Rolando Erin
Employee - User: Cerca Alcala
Employee - User: Caren Alarcon
Employee - User: Alfred Aguilar
Employee - User: Tea Aguayo

Emolovee - User: Nereida Adams

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

Birthdays.

School Folder

Date Published

09/09/20 02:51pm

10/24/19 11:3Bam

Select Employee ¥ Portal

[] View Dismissed

Download Report  Dismiss

Survey 2
Verification Reports O
(440041)

Student
Demographic
Information: Initial
or Batch Edit Listing

Birthday List

Student Birthdays

There are no student birthdays later this week.
User Birthdays
Birthdays this week:
Anthony, Adina Marc

Click the student name links to open Students > Student Info. Click the user name links to
open Users > User Info.
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The Focus University section contains a helpful link for Help & Training Docs.

Focus University

Search Help Docs... Q

Click below for:
Help & Training Docs

7 A—

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

Focus University

Search Help Docs... Q

Click below for:
Help & Training Docs

7 S—

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

payroll Q

Click below for:
Help & Training Docs

7 A—

Search Results display in ScreenSteps.

F@C U S Focus School Software

School Sottware

My Profile Log out

bl

Total articles found: 268 Reset Search

. Documentation for Administrators / Search Results
Filter Search Results

Check the options below to only search specific manuals

. Search Results
[ 51 Adminigtrator Help

O 515 webinar Recordings

O Teacher and Parent/Student Portals

O racs Run Paer\“

Updated on: Apr 18, 2023
State Reporting

O Fioricta State Raporting ERP : ERP Administrator Help » Payroll » Run Payroll
[ Texas state Reporting Tags pr_run_payrall
[_ Pennsylvania State Raporting k

From the Payroll menu, click Run Payroll . 2.
ERP
O ERP Administrator Help
O erp State Reporting

. Payroll Reports

O 555 Administrator Help Updated on: Feb 15, 2023
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District Reports and School Folder

The District Reports module displays reports published with the Portal Alert enabled via SIS >
Reports > District Reports.

k
District Reports

ills 52 Records - New Hires/Job Changes
ills 11 Records - New Purchase Orders
ills 16 Records - Open Reqgs - For Jeff

@ District Reports only display in the District Reports block; however, if the District
Reports block is removed via SIS > Setup > Portal Editor, reports will display in the
Alerts block.

Click the District Reports link to run the report for the listed number of results.

New Purchase Orders

1. Results: Records: 11 Time: 0.02s

11Records (=000 I‘E | Filter: m

PO Number : facility: name : buyer ¢ approved_date : requester : vendor_num : vendor_i

02025294 PHYSICAL PLANT SICO Cone Stools @ SRH Cafe Cote 2020-03-27 14:28:58-04 Rutlec V087492 DECKER
02025293 MIDDLE SCHOOL OMS SCHOOL SPECIALTY MEDIA DEPT 3/6/20  Cote 2020-03-2511:02:12-04  Reme VOB3050 SCHOOI
02025292 ELEMENTARY Southern Janitor 03.10.2020 Cote 2020-03-25 11:02:10-04  Harve V061080 SOUTHE
02025291 ELEMENTARY Buckeye 03102020 Cote 2020-03-25 11:02:09-04 | Harv V100817 BUCKEY
02025290 ELEMENTARY Cypress Supply 03102020° Cote 2020-03-25 11:02:08-04 Harve V099548 CYPRES]
02025289 ELEMENTARY JDA 03102020 Cote 2020-03-25 11:02:07-04 | Harve V034511 JANITOR
02025288 LEMENTARY School Health 2 Carey, 2020-03-25 11:02:06-04  Gentr V057400 SCHOOI
02025287 LEMENTARY FSA Resources Carey. 2020-03-25 11:02:05-04 | Gent: voa2721 OFFICE
02025286 HOOL FOREXCEPTIONAL 0131 SLP request Cote 2020-03-25 11:02:04-04 Horn V100253 REHABN
02025285 LEMENTARY 3/13/20 school health Cote 2020-03-25 11:02:03-04 | Horte V057600 SCHOOI
02025275 RISK MANAGEMENT Out of County Mileage Carey 2020-03-24 09:12:07-04 Chambs E1113462 MERCAL

Showm Records @ Edit [l Export P> Run
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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.

School Folder

[ ] View Dismissed

Date Published Download Report Dismiss

Survey 2
09/09/20 02:51pm  Verification Reports O
(440041)

Student
Demographic
Information: Initial
or Batch Edit Listing

10/24/19 11:38am

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.

School Folder

View Dismissed

Date Published Download Report  Dismiss

Survey 2
02/18/22 09:52am Verification Reporis
(440041)

Survey 2
09/09/20 02:51pm  Verification Reports
(440041)

Survey 2
09/08/20 01:18pm  Verification Reporis
(440041)

Student

Demographic 0
Information: Initial or

Batch Edit Listing

10/24/19 11:38am
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@ The reportwill 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 SIS > 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.

Punch In/Out

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

Punch In/Out

11:53 AM 08/31/2022
Variable Schedule: ¥ Clocked in at:
Clocked out at:
Special

W Travel 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

The Punch In/Out section must first be set up via Human Resources > Time & Attendance Setup
and Time & Attendance Approval; both screens require profiles permission via Setup > Profiles

> Time & Attendance Approval and Time & Attendance Setup in the Human Resources
section.
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Select Employee ¥ Time & Attendance Setup

Lizette Garcia m

Admin ¥ ERP

&8 &0 Settings [ # Special Requests)
=
— o Schedules
&
[= o
e
P © Automatic Breaks: If this option Is enabled, it will automatically subtract the break length from the employee's timecard
@ Filter:
=) Title 3 Code § StartTime § End Time 3 Break Length (minutes) 3 Automatic Breaks § Variable Schedule 3
) I I I 11 | Automatic Break [l Variable Schedule [}
y' ==  Early start ES 07:00 am 07:00 pm &0 AutomaticBreak [l Variable Schedule [l
O == | Normal NS 08:00 am 05:00 pm 60 Automatic Break Warlable Schedule [
-

== Late Start LS 09:00 am 06:00 pm &0 Automatic Break [l Variable Schedule [l
= !

== Float FL AutomaticBreak [} Varlable Schedule «
[

== | 74 Y 07:00 am 04:00 pm 30 Automatic Break  + Variable Schedule [l

2. The current time displays along with the date.

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

Clocked out at:

Special
W= Travel Hequest:'NJrA
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

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

4. The time you Clocked in at and the time you Clocked out at displays, when applicable.
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Punch In/Out

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

Clocked out at: 12:15 PM

Special

Request:
Job:
Facility:

hours and minutes left in the work day

5. 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
duties. Examples of special requests are field trips, athletic events, covering another teacher's
class, fundraisers, etc.

@ If you have been assigned Special Requests but do not have a Job Schedule that
requires you to clock in and out, you can still submit special requests from the Punch
In/Out section.

6. Select your Job title from the pull-down.
7. Select your Facility of work from the pull-down.

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

11:53 AM 08/31/2022

Pu i .
Variable Schedule: ¥ Clocked in at:

Clocked out at:

Special
W Travel Request: N/A v

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.

9. 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.

12:03 PM 08/31/2022

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

Clocked out at:

Special
W Travel Request: [N/A [
Job:  |TSA, INS/Cur [

Facility: |EXCEPTIONAL ED DEPAR... |"l"|

3 hours and 27 minutes left in the work day

T:30 AM 3:30 PM

[ Edit Clock Ins

10. Click Travel to submit travel time as opposed to punching in.
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11:53 AM 08/31/2022

Pu i .
Variable Schedule: ¥ Clocked in at:

Clocked out at:

Special
oL v

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

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

"= Travel

|TSA. INSICur

| EXCEPTIONAL ED DEPARTMENT

ACADEMY

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

Notes/Reason:

Click Submit.

When you arrive at your destination, click Arrived.
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o 12:11 PM 08/31/2022
jl Variable Schedule: ¥ Clocked in at:
Clocked out at:
Special
B e m
Job:  [TgA INS/Cur v

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

T30 AM 3:30 PM

[ EditClock Ins l

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

Punch In/Out

11:53 AM 08/31/2022
Variable Schedule: ¥ Clocked in at:
Clocked out at:
Special

W= Travel Flequest:l .
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

0 Profile permission must be given via Setup > Profiles > Employee Self Service tab >
View/Edit Timecards.

Clicking Edit Clock Ins opens Employee Self Service > View/Edit Timecards. From this screen,

click View All Timecards to review all punch in and punch out times, as well as request
changes.
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Timecards
Export |-§ Filter: m Toggle Columns
Status 3 Details Fiscal Year § Weekindex § Weekrange § Pay Type § Position 5 Exempt From Overtin
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 SUPP PROF 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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