Application Editor

The Application Editor screen is used to set up enrollment forms for new students to enroll

in the district, for existing students to update their information in Focus, and for inactive
students to reapply to the district. Forms can also be built around any student field listed
on a Form Record.

Setting the Online Application System Preferences

The Online Application tab in System Preferences houses the system preferences that are
relevant to the online application.

1. In the Setup menu, click System Preferences.

I & Setup Search..
& Students Portal
&5 Users Partal
'@ Schedulin g Partal Editor
Portal Messages
¢ Grades
= Automated Cron Messages
& Assessment Focus Chat Messages
« Attendance System Setup
o System Preferences
&y Discipline
Letterhead Templates
] Forms Address Catalog
¢» Billing Gradebook Temnplates
; T Gradebook Comment Codes
& Eligibility

Grade Posting Averaging

2. Click the Default School Preferences tab.

3. Click the Online Application tab.

Application Editor
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Allow New Applications to be Started [
Allow In-progress Applicants to Continue their Applications [~] Note: If email validation is used on any form, then this must be enabled for new applicants to validate.

4. Set the desired system preferences.

Preference Description

Select the check box to display the
Application for New Students tab of the
online application and allow new applications
to be started.

Allow New Applications to be Started

Select this check box to display the Continue
Application tab of the online application and
allow in-progress applicants to continue their

All In-progess Applicants to Continue their applications.

Applications Note: If Email Validation is used on any

application forms on the Application Editor
screen, then this must be enabled for new
applicants to validate their email.

Select the check box to enable the ability for
the applicant to track the application by
entering their email address and a password
for the application. When both the “Applicant
tracker” and the “Require Email Address”
preferences are enabled, the applicant must
fill out the Email Address and Password
fields. When the “Applicant tracker”
preference is enabled but the “Require Email
Address” preference is disabled, the option
"Would you like to track the application
status?” is displayed. Selecting Yes allows the
applicant to enter the Email Address and
Password fields to track the application.

Application tracker

Select the check box to allow parents who
have multiple students to access the Portal
for the student whose required re-

Make Required Re-Enrollment Forms Student enrollment form was completed. Parents

Specific cannot access the Portal for other students
who didn't have their required re-enrollment
forms completed. When this preference is
unselected, parents must complete all
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Preference

Enrollment Year for Application Courses

Create Students Using Negative Student IDs

Default Student Profile for Online Application

Process Edit Rules on Student Creation

Process Edit Rules on Student Updates

Application Editor

Description

required re-enrollment forms for all of their
students before having access to any student
data.

Select the year that will be used when
determining the courses that a student can
request in an application. Selecting N/A will
use the currently selected syear.

Select this option to assign a negative
student ID to students who applied via the
online application. This is used when districts
do not want to create a valid student ID for
student until they are enrolled at a school in
the district. The student ID changes to a
positive number once the student is dropped
from the Applicants school and enrolled in a
district school.

Select the default student profile that is
assigned to the student once the online
application is completed.

Note: A specific profile can set up for
applicant students in Users > Profiles to limit
the student's access in Focus until they are
enrolled at a school in the district.

Select the check box to enforce the edit rules
set up in Setup > Edit Rules & Workflow on
the online application as the student table is
updated for new students.

Note: For "Process Edit Rules on Student
Creation" to work as expected, both the
"Enabled" and "New Student" check boxes
must be selected for the rule in Edit Rules &
Workflow > Execute SQL. The Execute SQL
will be executed upon the creation of the
student record in the application school and
not when the application is submitted.

Select the check box to enforce the edit rules
set up in Setup > Edit Rules & Workflow on
the online application as the student table is
updated for returning students.
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Preference

Contact Required - If an address block is
shown then require student to add a contact

Allow School Selection - Allow the user to

select their desired school from a drop-down.

Allow Enrolling in Future Year

Application Editor

Description

Select the check box to require applicants to
add at least one contact when the Address
block (in the System category) is included on
the application and is marked as required in
the Application Editor.

Note that this preference does not need to
be enabled when using the System
Addresses and System Contacts fields in the
Application Editor, as the individual fields can
be marked as required.

Select “Required” from the pull-down to
display the “Desired School” pull-down on the
/apply page. The applicant will be required to
select a school. This system preference is
intended for post-secondary use for the
voluntary re-enrollment functionality.
Schools that have the school field “Available
on the Online App” selected in School
Information will be available for selection by
applicants.

Select “Optional” from the pull-down to
display the “Desired School” pull-down on the
/apply page and have the selection of the
school be optional.

Select “None” to hide the “Desired School”
pull-down.

Select the check box to allow the applicant to
select the next school year as the year of
enrollment. When the student field
“Application School Year” is included on an
enrollment or re-enrollment form, the
applicant can select the Current School Year
or Next School Year option. In the
Unprocessed Applications tab and
Unprocessed Forms tab of the Online
Enrollments screen, the Requested
Enroliment Year column will display the
applicant’s selection. When clicking Process
to enroll the applicant in the Unprocessed
Applications tab, the requested enroliment
year will default as the enroliment year. This
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Preference Description

preference is enabled by default. When this
preference is disabled, the applicant will not
be able to select the Next School Year option
in the Application School Year field.

Select the check box to display “Program,”
“Course,” and “Section” drop-downs on the

Allow Course Selection - Allow the user to /apply page, which are populated based on
select their desired course section from a the desired school selected. The applicant is
drop-down (Requires “Require School not required to select a Program, Course,
Selection” to be enabled.) and Section. This system preference is

intended for post-secondary use for the
voluntary re-enrollment functionality.

Select the check box to make the Email and
Password fields required on the /apply page.
When the preference is disabled, the Email
and Password fields are optional. If the
applicant chooses not to track the
application, then they will not be able to save
and return to the application, as that button
is removed. If this preference is disabled and
the district uses email validation for the
application, then if the applicant enters an
email, they will receive the validation email. If
the applicant does not choose to track the
application, there is no validation email and
the applicant can continue to the application.

Require Email Address - Require the user to
provide an email address to begin the
application process.

When this system preference is enabled, an
error message will display if the parent or
student enters a social security number that
already exists in the database: “This SSN is
Prevent Duplicate SSN already in use. If you have already applied or
have attended this institution in the past,
please try logging in with your existing
account.” The parent or student will be
prevented from completing the application.

When this system preference is enabled, the
online application will run a script to check if
a duplicate student is currently enrolled in
Prevent Duplicate Students the school district with the same (case
insensitive) first name, last name and
birthdate. If a match is present, a customized
pop-up message appears providing the
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Preference

Prevent Inactive Students

Prevent Duplicate In-Progress Applications

Prevent Duplicate Applications in the
Applicants School for the Past __ days

Alert User the email address entered is
already associated with another user in

/apply

Prevent Direct Access via "/apply" URL

Duplicate Override Code

Application Editor

Description
applicant with additional information.

When this system preference is enabled, the
online application will run a script to check if
an inactive student exists in the system with
the same (case insensitive) first name, last
name, and birthdate. The duplicate message
will display to the applicant.

When this system preference is enabled, the
online application will run a script to check if
a duplicate student is currently enrolled in
the Applicants school with an application
status of in progress with the same (case
insensitive) first name, last name, and
birthdate. If a match is present, a customized
pop-up message appears providing the
applicant with additional information.

When a number is entered in this preference,
the online application will run a script to
check if a duplicate student has been
enrolled in the Applicants school with a start
date in the prior X days that has the same
(case insensitive) first name, last name, and
birthdate. If a match is present, a customized
pop-up message appears providing the
applicant with additional information.

When this system preference is enabled, the
user will receive a message when attempting
to begin a new application on /apply using an
email address that is already in the system.
The warning states “The email address you
entered is already associated with a user in
this system. Please select the Continue
Application tab to login to an existing
application.”

When enabled, the online application will
only be available for access via the Parent
Portal or Parent Registration Portal.

If a value is entered in this system
preference, when the pop-up message
displays to the end-user telling them there is
a match, they can enter this override code,
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Preference Description

provided to them by the district, to allow
them to continue with completing the online
application.

When enabled, an alert displays on the
Parent Portal when the parent has a linked
student who is currently enrolled (default
Display Parent Portal Alert for In-Progress school) in the district’'s applicants school and
Applications whose application.status = ‘in_progress'. The
alert says “Click HERE to complete
{STUDENT_NAMEY's application,” and
includes a link to complete the application.

This preference is enabled by default. When
Log Students in to Focus after completing the disabled, student applicants will not be
Online Application automatically logged into Focus upon

completing the online application.

This preference is used for postsecondary.
When this preference is enabled, grade levels
can be set for courses in the Application
Courses tab of the Application Editor.

Define Grade Levels on Application Courses Additionally, the Current Grade Level field is
added to the application. When the applicant
selects a grade level, the available courses
will display depending on the grade level
selected.

The message entered here will display in the
pop-up to the end-user if the script returns a

Duplicate Message Text “match”. This CK editor box allows the district
to customize the match message that is
displayed to the applicant.

Using the text editor, customize the text that
Welcome Screen Text will display on the welcome screen of the
online application.

5. Click Save.
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Creating a New Enrollment or Re-enrollment Form

The Application Editor allows the district to customize forms used for new student
enrollment and re-enrollment of current or inactive students. Forms are built using labels,
groups, page breaks, and student fields. Forms can be published online for applicants and
students to access, or in Focus for current parents and students to access. Multiple forms
can be created, as needed.

1. In the Setup menu, click Application Editor.

¢ Sehmp Search...
Students
= System Setup
g» Users System Preferences
O Scheduling Site Administration
Letterhead Templates
»¢  Grades
Address Catalog
¢ Assessment Gradebook Templates
4 Attendance Gradebook Comment Codes
R Grade Posting Averagin
= Discipline 9 gng
School Fields
E Forms Translations
¢ Billing Application Editor
@ Eligibility Login History
Lockers
A ’
# Employee Self Service Community App
Florida Reports Third Party Systems
j SSS Edit Rules & Workflow
Form Builder

The Form Setup tab is opened by default.

2. Click the + icon at the top of the screen.
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Form Setup Student Re-Enrollment Setup Application Courses

Form: Online Application ~ n /| Enabled

Completi Validat: : i i i i
IDII'ID etion Student Email (studenis.custom, v alidate Language: English [EN] ~  Publish Options Publish on Both .
Email Address: Email Addresses

Completion Completion

- . Online App Completi Online Application (Email Validal
Header Cotor: SRRl ) IR & Header Images 'FQCUS 4 EmailSubject; o PP ComPeHen Email Template: | OnnC APPlcatian (Emal Validal  ~
District Fee(s): Validation Validation -
Email Subject: Email Template:
Birthdate On or After: Birthdate On or Before:
Continuation ‘Continuation -
Email Subject: Email Template:
Profiles Allowed to Assign: Show Zoned School

Delete Form

3. In the Create Form pop-up window, enter the Form Title. In the Form Type pull-down, keep
Student Enrollment selected. Click Create Form.

Create Form

Form Title

FCS Mew Student Enrollment Form

Form Type

Student Enroliment

4. If you have a different form currently loaded on the screen, click Yes in the next pop-up
window to switch to the new form.
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New form created successfully. Switch now to the new form?

Any unsaved changes on the currently loaded layout will be lost.

The new form is loaded. The form setup options are displayed at the top of the screen. The
Application Layout on the bottom-right of the screen is where the form layout will be built.

The bottom-left side of the screen contains the items that are used to build the form,
including labels, groups, page breaks, and student fields.

Form Setup Student Re-Enrollment Setup Application Courses

Form: FCS New Student Enroliment Fi w n

Completion N - Validate
Email Address: one Email Addresses
oo, IO > ot FRCUS 7
District Fee(s):
Birthdate On or After: Birthdate On or Before:

Profiles Allowed to Assign:

Delete Form

Label

(

[ Group

[ Address Group
(

(

Contact Group

Page Break

System Addresses

System Contacts

Language:

Completion
Email Subject:

Validation
Email Subject:

Continuation
Email Subject:

English [EN]

Show Zoned School

Publish Options

Completion
Email Template:

Validation
Email Template:

Continuation
Email Template:

Application Layout

5. Select a Header Color for the form.

Application Editor
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Form Setup Student Re-Enrollment Setup Application Courses

Form: FCS New Student Enroliment Fc v n Enabled

Completion N - Validate Language: Publish Options
Email Address: one Email Addresses English [EN] v w
Header Color: Header Image: FQSC u s Completion Completion
u (] m O 7 Email Subject: Email Template:
-
District Fee(s):
Validation Validation
Birthdate On or After: Birthdate On or Before: Email Subject: Email Template:
W
Profiles Allowed to Assign: Continuation Continuation
Email Subject: Email Template:
A
Delete Form
Show Zoned School
Copy Layout
6. To upload a Header Image for the form, click the pencil icon.
Form Setup Student Re-Enrollment Setup Application Courses
Form:  FCS New Student Enrollment Fc v n Enabled
Completion N o Validate Language: Publish Options
Email Address: ane Email Addresses English [EN] ~ ~
Header Color: Header Image: FQC. lJ. S Completion Completion
u @ m O 7 Email Subject: Email Template:
~
District Fee(s):
Validation Validation
Birthdate On or After: Birthdate On or Before: Email Subject: Email Template:
~
Profiles Allowed to Assign: Continuation Continuation
Email Subject: Email Template:
~

Delete Form

Show Zoned School

Copy Layout

7. In the pop-up window, drag an image into the designated area, click the blue Choose a file
bar and select an image from your computer, or click the camera icon to take a photo with your
webcam. Click Save when finished.
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Upload/Select an Image

Hoe Defoultimass m E

8. If an email will be sent to the applicant upon form completion, select the whether the email
will be sent to the student's email stored in students.custom_200000012 or the email provided
on the application (application.email) in the Completion Email Address pull-down.

Form Setup Student Re-Enrollment Setup Application Courses

Form: FCS New Student Enrollment Fc v

Completion Applicant Email licati . Validate
Email Address: pplicant Email (application.eme Email Addresses
Header Color: Header Image: FGC U S
District Fee(s):
Birthdate On or After: Birthdate On or Before:

Profiles Allowed to Assign:

9. On the right side of the screen in the Completion Email Subject field, enter the subject of
the email that will be sent to applicants upon form completion.
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10. In the Completion Email Template pull-down, select the email template to use for the
completion email sent to the applicant.

The template contains the body of the email that will be sent. Email templates are set up in
Students > Print Letters & Send Email. Templates that are attached to "Online App" will be
available for selection in the Application Editor.

If a Completion Email Address is selected, you must enter a Completion Email Subject
and select a Completion Email Template.

Form Setup Student Re-Enrollment Setup Application Courses

Form: FCS New Student Enrolliment Ft v n Enabled

Completion Al t Email licat L Validate Language: Publish Options
Email Address: pplicant Emall (application.emz Email Addresses English [EN] - V

Header Color: Header Image: FQC lij. s Completion Completion

u (] m Q P Email Subject: Email Template:
FCS Enrollment Online Application (Completion) +

District Fee(s):

Validation Validation

Birthdate On or After: Birthdate On or Before: Email Subject: Email Template:
~

Profiles Allowed to Assign: Continuation Continuation

Email Subject: Email Template:
A

Show Zoned School

Save Layout Copy Layout

11. On the left side of the screen, select Validate Email Addresses to enable email validation.

When this option is selected, applicants will be prompted to enter their email address. Once
they receive the validation email and validate their email address, applicants will be able to
log into the enrollment form using their email address as their username. If this option is not
enabled, applicants may be prompted to enter their email address if the "Application
Tracking" system preference is enabled, but they can continue to the enrollment form
without validating their email address.
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Form Setup Student Re-Enrollment Setup Application Courses

Form: FCS New Student Enroliment F¢ v

Completion Apoli t Email licati . N + Validate
Email Address: pplicant Email (application.emz Email Addresses
Header Color: Header Image: FQC U S
District Fee(s):
Birthdate On or After: Birthdate On or Before:

Profiles Allowed to Assign:

12. On the right side of the screen In the Validation Email Subject field, enter the subject of
the email that will be sent to applicants to validate their email address.

13. In the Validation Email Template pull-down, select the email template to use for the
validation email sent to the applicant.

The template contains the body of the email that will be sent. Email templates are set up in
Students > Print Letters & Send Email. Templates that are attached to "Online App" will be
available for selection in the Application Editor.

If Validate Email Address is selected, you must enter a Validation Email Subject and
select a Validation Email Template.
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Form Setup Student Re-Enrollment Setup Application Courses

Form: FCS New Student Enroliment Fc v Enabled

Completion - licant Email (applicationem: v ¥ vaidate e POt Optiom
Email Address: PP (app -Eie Email Addresses English [EN] v v

Header Color: Header Image: FQ,C L"I S Completion Completion

u () m O 7 Email Subject: Email Template:
FCS Enrollment Online Application (Completion) ~

District Fee(s):

Validation Validation

Birthdate On or After: Birthdate On or Before: Email Subject: Email Template:
FCS - Please Validate Email Address Online Application (Email Validal ~

Profiles Allowed to Assign: Continuation Continuation

Email Subject: Email Template:
A

Show Zoned School

Save Layout Copy Layout

14. To send a reminder email to the applicant when the application is saved but not completed,
enter a Continuation Email Subject for the reminder email.

15. Select the Continuation Email Template.

The template contains the body of the email that will be sent. Email templates are set up in
Students > Print Letters & Send Email. Templates that are attached to "Online App" will be
available for selection in the Application Editor.

Form Setup Student Re-Enrollment Setup Application Courses
Form:  FCS New Student Enroliment Fc v n Enabled
Completion biicant Emal (application.eme v ¥ vaidate == ==
Email Address: ep (app = Email Addresses English [EN] v v
Header Color: Header Image: F@C U S Completion Completion
n @) m @] 7 Email Subject: Email Template:
FCS Enrollment Online Application (Completion)
District Fee(s):
Validation Validation
Birthdate On or After: Birthdate On or Before: Email Subject: Email Template:
FCS - Please Validate Email Address Online Application (Email Validal v
Profiles Allowed to Assign: Continuation Continuation
Email Subject: Email Template:
FCS - Please Finish Your Application Online Application (Continuation

Show Zoned School

Save Layout Copy Layout

16. Select Show Zoned School to display the applicant's zoned school on the application, based
on the Address Catalog.

Additionally, when "Show Zoned School" is enabled, users with the Edit permission to the
Unprocessed Applications tab of the Online Enrollments screen will receive the Portal alert “X
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Online New Enrollment(s) are awaiting approval” when applicants submit an online
application and the applicant is zoned for the user's school. Clicking the alert will navigate
the user to the Unprocessed Applications tab of the Online Enroliments screen.

0 The "Show Zoned School" function is only supported on new enrollment (Online
Application) forms; it is not supported on re-enroliment forms.

@ The Applicant Gradelevel field (alias applicant_gradelevel) must be included on the
application, as well as the System Addresses fields within the Address Group. The
Applicant Gradelevel field should be on a separate page of the application, before the

page with the address input.

Form Setup Student Re-Enrollment Setup Application Courses

Form: FCS New Student Enrollment F¢ v

Completion Anolieant Email liceth . Validate Language: Publish Options
Email Address: pplicant Email (application.emz Email Addresses EI'IgliSh [EN] - .
Header Color: Header Image: FGC. L’. S Completion Completion
n ) m O y Email Subject: Email Template:
FCS Enrollment Online Application (Completion)
District Fee(s):

Birthdate On or After: Birthdate On or Before:

Profiles Allowed to Assign:

Validation
Email Subject:

FCS - Please Validate Email Address

Continuation
Email Subject:

FCS - Please Finish Your Application

Validation
Email Template:

Online Application (Email Validat

Continuation
Email Template:

Online Application (Continuation

| Show Zoned School

Save Layout Copy Layout

17. To customize the text that displays on the "Application Completed" page of the application
on /apply, click Customize Last Page.
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Form Setup Student Re-Enrollment Setup Application Courses

Form: FCS New Student Enroliment Fc v n Enabled

Completion —\ cant Emall (application.eme ~ % Yaidate anguage Publish Options
Email Address: PP app e Email Addresses English [EN] v v

Header Color: Header Image: 'FQC U S Completion Completion

n @) m O 7 Email Subject: Email Template:
FCS Enrollment Online Application {(Completion) v

District Fee(s): D

Validation Validation

Birthdate On or After: Birthdate On or Before: Email Subject: Email Template:
FCS - Please Validate Email Address Online Application (Email Validal

Profiles Allowed to Assign: Continuation Continuation

D Email Subject: Email Template:
FCS - Please Finish Your Application Online Application (Continuation v

+"| Show Zoned School

Save Layout Copy Layout

18. In the pop-up window, enter and format the text and click Save.

Customized Text For Application Completed Page

= = i 9

[®) Source (%) | A -~

19. If the system preference "Enable Form Fees" is enabled in Setup > System Preferences >
Default School Preferences > Billing tab, and fees will be collected when completing the form,
select the District Fee(s) from the pull-down.
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@ District fees are set up in ERP in the Product List as services. The facility on the
accounting strip must be the district facility.

In addition, fee templates can also be linked to forms.

When the user comes to the end of the form, the payment screen is displayed and

must be completed. This will include both district fees and fee template fees. Payments
work with both Authorize.net and TouchNet. Transactions are viewable in the
Transaction History tab of the Point of Sale screen.

Form Setup Student Re-Enrollment Setup Application Courses

Form: FCS New Student Enroliment Fc v n

Completion Angi {E | licati P | Validate
Email Address: pplicant Emall (application.eme Email Addresses
Header Color: Header Image: Fqc us
Serea: Sarasre
0 elslSle o oo of§ y
District Fee(s):

Birthdate On or After: Birthdate On or Before:

Profiles Allowed to Assign:

Language:

English [EN] v

Completion
Email Subject:

FCS Enrollment

Validation
Email Subject:

FCS - Please Validate Email Address
Continuation
Email Subject:

FCS - Please Finish Your Application

+| Show Zoned School

Publish Options

Completion
Email Template:

Online Application (Completion)

Validation
Email Template:

Online Application (Email Validal

Continuation
Email Template:

Online Application (Continuation

<

20. To limit access to the application or form based on the student's age, enter or select from
the calendar the applicable birth dates in the Birthdate On or After and/or Birthdate On or

Before fields.

If the Student’s Birthdate entered on the first page of the online application screen does not
meet the criteria set on the application, the student or parent cannot start the application.

Application Editor
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Form Setup Student Re-Enrollment Setup Application Courses

Form: FCS New Student Enroliment Fc v n Enabled

Completion Anplicant Email icati ¥ validate Language: Publish Options
Email Address: pplicant Email {application.ema Email Addresses English [EN] . "

Header Color: Header Image: Fng S Completion Completion

n ) m @] 7 Email Subject: Email Template:
FCS Enrollment Online Application (Completion) —~

District Fee(s):

Validation Validation

Birthdate On or After: Birthdate On or Before: Email Subject: Email Template:
09/01/2017 FCS - Please Validate Email Address Online Application (Email Validal

Profiles Allowed to Assign: Continuation Continuation

Email Subject: Email Template:

FCS - Please Finish Your Application Online Application (Continuation

+ Show Zoned School

Save Layout Copy Layout

21. In the Profiles Allowed to Assign pull-down, select the administrator profiles that are
allowed to assign this form to individual students in Students > Student Info > Re-enrollment
tab. This pull-down also limits the profiles that are allowed to view the form in Students >

Online Enrollments.

If this pull-down is left blank, all administrator profiles can assign this form to individual
students in Student Info and view this form in Online Enroliments.

@ This pull-down does not affect the assignment of this form to students in the Student
Re-Enrollment Setup tab in the Application Editor.

Form Setup Student Re-Enrollment Setup Application Courses
Form:  FCS New Student Enrollment Fc Enabled
Completion | Validate Language: Publish Options
) ) _— o .
Email Address: Applicant Email (application.emz Email Addresses English [EN] . .
Header Calor: Header Image: 'FQC Us Completion Completion
m ) m (@] 7 Email Subject: Email Template:
FCS Enrollment Online Application (Completion) v
District Fee(s):
Validation Validation
Birthdate On or After: Birthdate On or Before: Email Subject: Email Template:
09/01/2017 FCS - Please Validate Email Address Online Application (Email Validal
Profiles Allowed to Assign: Continuation Continuation
Email Subject: Email Template:
FCS - Please Finish Your Application Online Application (Continuation ~

+ Show Zoned School

Save Layout Copy Layout
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22. After making changes to settings, click Save Form Settings and/or Save Layout.

Form Setup Student Re-Enrollment Setup Application Courses
Form:  FCS New Student Enroliment F¢ v n Enabled
Completion Anplicant Email dcatk . ¥ Validate Language: Publish Options
Email Address: pplicant Email (application.eme Email Addresses English [EN] . .
Header Color: Header Image: 'FQSC q S Completion Completion
n @ m (@] 7 Email Subject: Email Template:
FCS Enrollment Online Application (Completion)
District Fee(s):
Validation Validation
Birthdate On or After: Birthdate On or Before: Email Subject: Email Template:
09/01/2017 FCS - Please Validate Email Address Online Application (Email Validal
Profiles Allowed to Assign: Continuation Continuation
Email Subject: Email Template:
FCS - Please Finish Your Application Online Application {Continuation

+" Show Zoned School

Save Layout Copy Layout

23. To add an item to the layout, click and drag from the left side of the screen over to the
Application Layout.

e
— [ Label ]

Group

Address Group

/

Contact Group

Page Break ]

System

System Addresses

Health Daily Health Screener

Label

Labels can be used anywhere in the form to include information or descriptions, such as
headings or directions. There is no character limit. The label can be created using plain text

or rich text.

a. To create a label using plain text, enter the text in the Label Text box.
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L‘Labﬂl Label Text

Use HTML] @ 1

b. To create a label using the rich text editor, select the Use HTML check box.

L‘h Sl abel Text

Use HTML[ | p 1

c. Enter the text in the Label Text box, using text formatting, images, tables, etc.

@ When using the Insert A Field function in the label, the field will display the value from
the student's record if available.

e

Label
@ | = I, &
B I US x x*| ;= i = o E E =
WmE= Q=
Format - | Size -~ | [ Source & |A- - | [
Label Text

@
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Page Breaks

When a page break is used, items that are below the page break in the layout will appear on
the next page of the form. When applicants/students fill out the form online, they will use
the Next Page and Previous Page buttons to navigate throughout the form.

Page Break @

Student Fields

On the right side of the screen, student fields are organized by category (the dark blue
blocks). Click a category to view the fields that can be added to the form. The field names,
field IDs, and field types are displayed on the block. If local fields will be used on the form,
they have to be set up first in Students > Student Fields.

A Any field added to a form, regardless of the permission given to the parent, can be
edited by the parent. If a field needs to be displayed on the form but be only viewable
and not editable by the parent, a computed field will need to be used.

a. Click the gray right arrow on the field in the fields list to add the field to the layout, or click
and drag the field into the layout.
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Label

Group

Address Group

Contact Group

T .| | |

Page Break

e Bt Pt et !

System

First Name (fieldfirst_name) - Text

Middle Name (fieldmiddle_name) - Text

Last Mame (fieldlast_name) - Text

Mame Suffix (fieldname_suffix) - Text

l
[
[
[

Address (fieldaddress) - Address Block

e et Pt et !

System Addresses

Once the field is added, it is grayed out in the fields list and cannot be added again to the

layout.

b. Click the gray left arrow on the field in the fields list to remove the field from the layout.

Label

Group

Address Group

Contact Group

[
[
[
[
[

Page Break

., N W S N

First Mame (fieldfirst_name) - Text

Middle Name (fieldmiddle_name) - Text

Last Name (fieldlast_name) - Text

Mame Suffix (fieldname_suffix) - Text

Address (fieldaddress) - Address Block

S, N NI S

System Addresses

System Contacts

Document Management
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c. Once afield is added to the layout, enter Alternate Text, if desired. The alternate text will
display on the form instead of the field name.

d. Select the Required check box to make the field required on the form.

Applicants/students will not be able to continue onto the next page of the form or submit the
form without filling out required fields.

e. Select Hidden on the field to hide the field from view on the form.

This allows you to create a grouping condition based on the value of a field that you do not
want students/parents to see and edit on the form. For example, if you would like to set up a
grouping condition to display a group of fields based on the value in the Primary Home
Language field, but you do not want students/parents to view and edit the Primary Home
Language field on the form, the Primary Home Language field can be added to the form and
marked as Hidden. This feature is intended to work for districts using the form for returning
students. The Hidden feature does not work for new students since the new student does
not have any data in student fields in Focus to reference.

See Groups for more information on using groups.

"= First Name (fieldfirst_name) -
Text

Alternate Text Required Hidden @

Groups

Groups are used to organize fields on the form. Groups can be set up to only display when
certain conditions are met, referencing fields included on the forms. Groups can contain
labels, fields, and other groups.

a. Enter the Group Name.

b. To display the group name on the form, select Display Group name.

Group

Group Name

Show when... ﬁ Display Group name '@'
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c. To add labels, fields, and groups to the group, click and drag the items into the group.

([ Vot e Dot (01660 Greckbn )

( Singlo Bthnicily (ield200000001) - Select Moru ) 7 Gender (field200000000) - Select

( Ethnicity: Hispanic or Latino (field100000105) - Select Menu | e

( Race: White (field100000104) - Select Menu | R I et 1 sten (1@

( Race: Black or African American (field100000102) - Select Menu ]

( Race: Asian (field100000101) - Select Menu ]

[ Race: American Indian or Alaska Native (field100000100) - Select Menu ] Field Address (fieldaddress) - Address Block

[ Race: Native Hawaiian or Other Pacific Islander (field 100000103} - Select Menu] e I Required [ ] Hidden [ ] @
Primary Lang Spoken in the Home (field65) - Select Menu

[ Secondary Lang Used (field1649) - Select Menu ] T S————————yp—

( Report Card Language (field200000005) - Select Menu ) ( ﬁeldﬁ";) @ Silest Mot

[ Home Language Survey Date (fiel ] Alternate Text IFri mary Language Spoken in Required [ | Hidden [ @

[ Original Enter Grade (field91) - Select Menu ]

[ Original Enter Code (field87) - Select Menu Group ILanguage Information Show when... Bl— Display Group name  ©

[ Original Enter Date (field88) - Date

{ ?:::::: ;“;L:::;r:;:;{f:r:::;:j i % \ [ Primary Student Language (field546) - Select Mem]

( Residence County (field837) - Select Menu |

( Home Room Number (field20009108) - Text |

( Home Room Teacher (field54) - Text )

d. To only display or hide the group when certain conditions are met, select Show when... or

Hide when... in the pull-down.

Croup
Language Information

| show when... [

Display Group name @

"““ Primary Student

Language (field546) -
Select Menu

Alternate Text

Required [ | Hidden [ |

@ F,

e. In the text box, enter the rule using the applicable field ID.
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Group
Language Information

Show when... [ |field65 = ‘English’

Display Group

@

" primary Student

Language (field546) -
Select Menu

Alternate Text

Hidden

Required B

1@

The field IDs are noted in parentheses on the field blocks for reference.

Mative Language {fieldI786)F Text

Ower 12 FTE (field|799) - Checkbox

English Language Learner (field626) - Select Menu

ELL Program Participant (field828) - Select

Menu

[
[
[
[
[

ELL Accomodations and Supports (field783) - File Upload

)
)
)
)
)

The following can be used to create the group rule:

does not equal

equals

greater than

less than
greater than or equal to

less than or equal to

Text must be placed in quotes. Use spaces between symbols and text. Use "and" to include
multiple conditions. Use "or" for either/or conditions. Use nested expressions in parentheses
for complex conditions. Nested conditions will be tested before the remainder of the

expression outside of the parentheses.
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Example condition: field65 = "Medical" OR (field546 != "Medial" AND field132 = "Speech")

Address Group and System Addresses

Using the Address Group and System Addresses fields on the form provides a more user-
friendly method of entering address information compared to using the Address block.
Individual address fields can be added to the application, which allows each field to have its
own required, hidden, and alternate text settings. It is recommended to have the Address
Group on its own page of the application.

@ Either the Address Group/System Addresses feature or the original Address block
should be used; both should not be used at the same time.

a. Click and drag the Address Group into the layout.

Application Layout

Label

Address Group

Group [Show when... ][ ]  Allow Additional Addresses ] @

Address Group

Contact Group

/

Page Break

System

System Addresses

System Contacts

Document Management

b. Select Allow Additional Addresses to allow users to enter multiple addresses.

Application Layout

Label

Address Group

Group [Show when... ][ ] JAllow Additional AddressesDI @

Address Group

Contact Group

Page Break

System

System Addresses

System Contacts

Document Management
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@ \When "Allow Additional Addresses" is selected, enter the maximum number of
addresses the applicant can add in the application in the Group Count field. Leaving
the Group Count field blank will allow the applicant to add an unlimited number of

addresses.

Address Group

Show when... v ||

| Allow Additional Addresses |Cru}up Count | @

c. Click the System Addresses category.

Each of the individual address fields are listed.

System Addresses
Address Line 1 (fieldaddress1) - Text

Address Line 2 (fieldaddress2) - Text

City (fieldcity) - Text

State (fieldstate) - Text

Zip Code (fieldzipcode) - Numeric

+4 (fieldplus4) - Numeric

Phone Number (fieldphone) - Phone Number Block

Is this the Primary Residence? (fieldprimary_residence) - Checkbox

[
[
[
[
[
[
[
[

Mailing Address Same As Above? (fieldmailing_toggle) - Checkbox ]

Application Layout

Address Group

| Show when... w|[

Allow Additional Addresses D @

d. Click and drag the desired system address fields into the Address Group or click the gray

arrow next to the field.

System Addresses

Address Line 1 (fieldaddress1) - Text
Address Line 2 (fieldaddress2) - Text
City (fieldcity) - Text

State (fieldstate) - Text

Zip Code (fieldzipcode) - Numeric

+4 (fieldplus4) - Numeric

Phone Number (fieldphone) - Phone NMumber Block

Is this the Primary Residence? (fieldprimary_residence) - Checkbox

[
[
[
[
[
[
[

Mailing Address Same As Above? (fieldmailing_toggle) - Checkbox ]

Application Layout

Address Group [Showwhen [

Allow Additional Addresses [

e Address Line 1 (fieldaddress1)
- Text

Alternate Text

| R&quiredD HiddenD @

@

Clicking the gray arrow next to a system address field will automatically add the field into the
Address Group. System address fields cannot be dragged outside of the Address Group.
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@ Adding the Phone Number system address field to the layout adds the Phone Number
Group within the Address Group. Only contact detail flags set as "For Phone Number"
and "Include on Enrollment Forms" in Students > Address Fields > Contact Detail Flags

will be available for inclusion on the form.

Phone Mumber Group

[Show when... s ]

7% phone Number Alternate Text
[ Field Unlisted Alternate Text
Field ~allaut Alternate Text
Field Blocked Alternate Text

@

6 It is recommended to add the "Is this the Primary Residence? (fieldprimary_residence)"
to the Address Group on the application, as it is required that students have a primary

residence in Focus.

e. On each system address field, set the Alternate Text, Required, and Hidden options as

needed. See Student Fields for more information on these options.

f. If desired, add a Label to the Address Group to provide instructions or additional

information. No other fields beside system address fields or labels can be added to an Address

Group.
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Address Group

| Show when... w || | Allow Additional Addresses ] @

Use HTMLI:I @ 1

Label

Label Text

Feld Address Line 1 (fieldaddress1)
- Text

Alternate Text Required Hidden I:I @

feld Address Line 2 (fieldaddress2)
- Text

Alternate Taxt Requiredlj Hidden I:I @

Contact Group and System Contacts

Using the Contact Group and System Contacts fields on the form provides a more user-
friendly method of entering contact information compared to using the Address block.
Individual contact fields can be added to the application, which allows each field to have its
own required, hidden, and alternate text settings. It is recommended to have the Contact
Group on its own page of the application, and have it after the Address Group page.

@ Ifthe Priority field is not included on the application, or if the Priority is not defined by
the applicant when entering a contact on the application, a default Priority value will
be set on the contact using the next available value.

a. Click and drag the Contact Group into the layout.
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Application Layout

[ Label
[ Group

[ Address Group

[ Contact Group

Page Break
Page Break <}

System Addresses

Contact Group [Show when... %] [ ]  Allow Additional Contacts 0Oe

System Contacts

Document Management
Health Daily Health Screener
Health Medical

b. Select Allow Additional Contacts to allow users to enter multiple contacts.

Application Layout

[ Laber

[ Group

[ Address Group

[ Contact Group

[ Page Break

Page Break (<}
System

System Addresses

Contact Group

show when_.. v | [ 1 [tow Additonsl cantacs ] ©

System Contacts

Document Management
Health Daily Health Screener
Health Medical

0 When "Allow Additional Contacts" is selected, enter the maximum number of contacts
the applicant can add in the application in the Group Count field. Leaving the Group
Count field blank will allow the applicant to add an unlimited number of contacts.

Contact G
ontact Group Show whtn...VH | Allow Additional Euntactsdcraup CuuntEll @

c. Click the System Contacts category.

Each of the individual contact fields are listed.

Application Editor Page 31



Only contact detail flags and contact flags set as "Include on Enroliment Forms" in

Students > Address Fields > Contact Detail Flags and Contact Flags will be available for
inclusion on the form.

Title (fieldtitle) - Text

First Name (fieldcontact_first_name) - Text

Middle Mame (fieldcontact_middle_name) - Text

Last Name (fieldcontact_last name) - Text

Relationship (fieldstudent_relation) - Select Menu

Email (fieldemail) - Text

Motes (fieldnotes) - Text

Priority (fieldsort_order) - Numeric

Phone & Contact Details (fieldcontact_details) - Contact Details Block

Contact Address (fieldcontact_address) - Select One

Custody (fieldcustody) - Checkbox

Emergency (fieldemergency) - Checkbox

[
[
[
[
[
[
[
[
[
[
[
[
[

Pick Up (fieldpick_up) - Checkbox

)
)
)
)
)
)
)
)
)
)
)
)
]

d. Click and drag the desired contact fields into the Contact Group or click the gray arrow next

to the field.

System Contacts

Application Layout

First Name

(ﬂeldcomam_ﬂrM Text

Middle Mame (fieldcontact_middle_na ext
Last Name (fieldcontact_last_name) - Text

Page Break

Relationshi

p (fieldstudent_relation) - Select Menu \

Email (field

°)

lemail) - Text

Notes (fieldnotes) - Text

Contact Group

Priority (fieldsort_order) - Numeric

Show when... % Allow Additional Contacis (] @ |

Phone & Contact Details (fieldcontact_details) - Contact Details Block

Contact Address (fieldcontact_address) - Select One

[ Title (fieldtitle) - Text

Custody (fieldcustedy) - Checkbox

Emergency (fieldemergency) - Checkbox

Pick Up (fieldpick_up) - Checkbox

Clicking the gray arrow next to the system contact field will automatically add the field into
the Contact Group. System contact fields cannot be dragged outside of the Contact Group.
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@ Adding the Phone & Contact Details system contact field to the layout adds the Contact
Detail Group within the Contact Group.

(‘appication Layou: |

Contact Detail Group | Show when... V| I I @
el Contact Type Alternate Text |
7% Contact Number/Value Al e |
79 Detail Priority HeE e |
Field Unlisted Alternate Taxt |
( Field Callout Alternate Text |

e. On each system contact field, set the Alternate Text, Required, and Hidden options as
needed. See Student Fields for more information on these options.

f. If desired, add a Label to the Contact Group to provide instructions or additional information.
No other fields beside system contact fields or labels can be added to a Contact Group.
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Contact Group

[ Show when... w || | Allow Additional Contaces ] @

Labal

Label Text use il @

Required D HiddenD @

7 Title (fieldtitle) - Text Alternate Text

P9 First Name
(fieldcontact_first_name) - Text

Alternate Text

Required HiddenD @

Fed Middle Name
(fieldcontact_middle_name) - Text

@ The Contact Address select one field allows the user to select a saved address to
associate with the contact that is being added. The pull-down will be populated with
the currently saved addresses for the student. If there are unsaved addresses (in the
case of re-enrollment forms that require approval), then the addresses are displayed
beneath the pull-down in a list, noting to the user that “These addresses require
approval.” When an address is selected and the contact is saved, that contact's record
in students_join_people is updated with the corresponding address_id. Note: Ensure
the Contact Group displays after the Address Group on the application. Otherwise,
there will be no addresses to select from when adding the contact.

24. To rearrange items in the layout, click the up or down arrows on a block.
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% First Name
(fieldfirst_name) - Text

Alternate Text Required [ | Hidden [ | @

F=% Birthdate

(field200000004) - Date

Alternate Text Required [ | Hidden [ | @

Field

Gender (field200000000)
- Select Menu

Alternate Text Required | | Hidden [ | @

25. To remove an item from the layout, click the delete icon on the block.

[ Application Layout
Field

First Name
(fieldfirst_name) - Text

Alternate Text Required | | Hidden ltl

F=% Birthdate

(field200000004) - Date

Alternate Text Required | | Hidden [ | @

Field

Gender (field200000000)
- Select Menu

Alternate Text Required | | Midden [ | @

26. At the top of the screen, click Save Layout to save the changes to the form layout.
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Form Setup Student Re-Enrollment Setup

Application Courses

Form: FCS New Student Enrollment Fc =~ n

Completion

Emall Address: Applicant Email (application.emsz

Header Color:

| Validate

Email Addresses

Header Image: Fqgvl;!,g

o elelele e oo ol y

District Fee(s): | .

Birthdate On or After: Birthdate On or Before:

09/01/2017

Delete Form

Language:
English [EN] v
Completion
Email Subject:
FCS Enrollment
Validation
Email Subject:

FCS - Please Validate Email Address

Continuation
Email Subject:

FCS - Please Finish Your Application

+| Show Zoned School

Save Layout

Copy Layout

Publish Options

Unavailable >

Completion
Email Template:

Online Application (Completion) — +

Validation
Email Template:

<

Online Application (Email Validat

Continuation
Email Template:

Online Application (Continuation v

27. Select Enabled to make the form available for use.

@ Users must have the profile permission to the Online Application to access the
enrollment form in the Forms menu in Focus.

Form Setup Student Re-Enrollment Setup

Form: FCS Mew Student Enrollment Fc

Completion ) o I
Email Address: Applicant Email (application.emz Email Addresses
Header Color: Header Image: Fqc U s
Tevea Satiome
0 e/elsieo o 0o off ’
District Fee{s): | .

Birthdate On or After: Birthdate On or Before:

09/01/2017

Profiles Allowed to Assign:

Delete Form

Application Courses

vn

+| Validate

Language:

English [EN] v

Completion
Email Subject:

FCS Enrollment

Validation
Email Subject:

FCS - Please Validate Email Address

Continuation
Email Subject:

FCS - Please Finish Your Application

+| Show Zoned School

Save Layout

Copy Layout

Publish Options

Unavailable

Completion
Email Template:

Online Application (Completion)

Validation
Email Template:

Online Application (Email Validat

Continuation
Email Template:

Online Application (Continuation

28. In the Publish Options pull-down, select a publishing option.
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Forms published on /apply are available at the district's Focus URL with /apply
appended to the end of the URL. Forms published on /auth are available at the
district's Focus URL with /auth appended to the end of the URL.

Select Unavailable if the form should not be available.

Select Default Application if the form should be available on /apply, and should be selected
by default in the Form Type pull-down. If multiple forms are set as the default application,
the form that comes first in alphabetical order will be selected by default in the Form Type
pull-down.

Select Default Catalog if this form will be the form applicants use when accessing the
application from /catalog.

Publish on 7apply if the form should be available on /apply in the Form Type pull-down.
Publish on 7auth if the form should be available on /auth in the Form Type pull-down.
Publish on Both if the form should be available on both /apply and /auth.

29. Click Save Layout to save your changes.

Form Setup Student Re-Enrollment Setup Application Courses

Form: FCS New Student Enrollment Fc v n

Cameletion Applicant Email (application.eme +~ /] Validate Languzge: Publish Options
. .eme .
Email Address: Email Addresses English [EN] v Publish on /apply ~
Header Color: Header Image: FQC l!’. S Completion Completion
m L) m (@] P Email Subject: Email Template:
FCS Enrollment Online Application (Completion)
District Fee(s):
Validation Validation
Birthdate On or After: Birthdate On or Before: Email Subject: Email Template:
09/01/2017 FCS - Please Validate Email Address Online Application (Email Validat
Profiles Allowed to Assign: Continuation Continuation
Email Subject: Email Template:
FCS - Please Finish Your Application Online Application (Continuation
Delete Form

| Show Zoned School

Save Layout Copy Layout
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Creating an Enrollment Form/Re-Enrollment Form for Another
Language

A form can be created in multiple languages. When the applicant accesses the form, he or
she can choose which language version to use.

1. In the Form pull-down at the top of the screen, select the form to translate.

2. Select the Language version to create.

Form Setup Student Re-Enrollment Setup Application Courses
Form:  FCS New Student Enroliment Fc v n Enabled
Completion | Validate Language: Publish Options
hd B
Email Address: MNone Email Addresses Spanish [SP] w v
Header Color: Header Image: FQC Us Completion Completion
n ) m O 7 Email Subject: Email Template:
~
District Fee(s):
Validation Validation
Birthdate On or After: Birthdate On or Before: Email Subject: Email Template:
09/01/2017 -
Profiles Allowed to Assign: Continuation Continuation
Email Subject: Email Template:
~
Delete Form
Show Zoned School
Copy Layout

The layout is loaded. Since no translations have yet been made for this language, the English
version of the layout is loaded.

3. Manually make the translations that are needed by editing the labels, alternate text for fields,
and group titles.

(appication Layou: [

P29 First Name (fieldfirst_name) - Text . oae e

El Nombre de Pila Required [ Hidden @

4. At the top of the screen, enter and select the Completion Email Subject, Completion Email
Template, Validation Email Subject, Validation Email Template, Continuation Email
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Subject, and Continuation Email Template as needed. Click Customize Last Page and modify

the text as needed. Optionally, select Show Zoned School.

Form Setup Student Re-Enrollment Setup Application Courses
Form: FCS New Student Enroliment Fc = v n Enabled
Completion None . v VaITc.Iate Language: Publish Options
Email Address: Email Addresses Spanish [SP] v
Header Color: Header Image: FQ;CQ..S Completion Completion

n () m O 7 Email Subject: Email Template:
District Fee(s):

Validation Validation
Birthdate On or After: Birthdate On or Before: Email Subject: Email Template:
09/01/2017
Profiles Allowed to Assign: Continuation Continuation
Email Subject: Email Template:
Delete Form

Show Zoned School

Copy Layout

5. Select Enabled to make the form available for use.

@ Users must have the profile permission to the Online Application to access the
enrollment form in the Forms menu in Focus.

Form Setup Student Re-Enrollment Setup Application Courses
Form:  FCS New Student Enrollment F¢ v n el sl
Completion None . v Valir.!ate Language: Publish Options
Email Address: Email Addresses Spanish [SP] v
Header Color: Header Image: FQSC u .-s Completion Completion

n @) m O 7 Email Subject: Email Template:
District Fee(s):

Validation Validation
Birthdate On or After: Birthdate On or Before: Email Subject: Email Template:
09/01/2017
Profiles Allowed to Assign: Continuation Continuation
Email Subject: Email Template:
Delete Form

Show Zoned School

Save Layout Copy Layout

6. In the Publish Options pull-down, select a publishing option.
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Forms published on /apply are available at the district's Focus URL with /apply
appended to the end of the URL. Forms published on /auth are available at the
district's Focus URL with /auth appended to the end of the URL.

Select Unavailable if the form should not be available.

Select Default Application if the form should be available on /apply, and should be selected
by default in the Form Type pull-down. If multiple forms are set as the default application,
the form that comes first in alphabetical order will be selected by default in the Form Type
pull-down.

Select Default Catalog if this form will be the form applicants use when accessing the
application from /catalog.

Publish on 7apply if the form should be available on /apply in the Form Type pull-down.
Publish on 7auth if the form should be available on /auth in the Form Type pull-down.
Publish on Both if the form should be available on both /apply and /auth.

7. Click Save Layout to save your changes.

Form Setup Student Re-Enroliment Setup Application Courses

Form:  FCS New Student Enroliment Fc /| Enabled
Completion N . ¥ Validate Language: Publish Options.
. one R

Email Address: Email Addresses Spanish [SP] - Publish on /apply ~

Header Color: Header Image: FQC l!’. S Completion Completion

u ) m @] 7 Email Subject: Email Template:
b

District Fee(s):

Validation Validation

Birthdate On or After: Birthdate On or Before: Email Subject: Email Template:
09/01/2017 v

Profiles Allowed to Assign: Continuation Continuation

Email Subject: Email Template:
~

Delete Form
Show Zoned School
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Copying a Form Layout

Instead of creating a new form from scratch, you can copy the layout from an existing form
into the new form. First, you must create the new form. Then, you can copy the layout from

an existing form.

1. Click the + icon at the top of the screen.

Form Setup Student Re-Enrollment Setup Application Courses

Form: FCS New Student Enrollment Fc v n

Completion | Validate

Email Address: None Email Addresses
Header Color: Header Image: Fqc U S
0 elalsle o oo oy ’ o
District Fee(s):

Birthdate On or After: Birthdate On or Before:

09/01/2017

Profiles Allowed to Assign:

Delete Form

Language:

English [EN] v

Completion
Email Subject:

FCS Enrollment
Validation
Email Subject:
FCS - Please Validate Email Address
Continuation
Email Subject:

FCS - Please Finish Your Application

+| Show Zoned School

Copy Layout

Publish Options

Unavailable

Completion
Email Template:

Online Application {Completion)

Validation
Email Template:

Online Application (Email Validat

Continuation
Email Template:

Online Application {Continuation

<

2. In the Create Form pop-up window, enter the Form Title, ensure Student Enroliment is
selected as the Form Type, and click Create Form.

Application Editor

Page 41



Create Form

Form Title

FCS Post-Second ary Mew Student Enrollment Form

Form Type

Student Enrollment

=1 N

3. If you have a different form currently loaded on the screen, click Yes in the next pop-up
window to switch to the new form.

New form created successfully. Switch now to the new form?

Any unsaved changes on the currently loaded layout will be lost.

Mo

The new form is loaded on the screen with a blank layout.
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Form Setup

Form:

Completion
Email Address:

Student Re-Enrollment Setup

Application Courses

FCS Post-Secondary New Stude v

None

District Feels): |

Birthdate On or After:

Birthdate On or Before:

Profiles Allowed to Assign:

Delete Form

Validate
Email Addresses

Header Image: Fqg,y.s 7

[ Laber

[ Group

[ Address Group

[ Contact Group

[ Page Break

Enabled Customize Last Page

Language: English [EN]

Completion
Email Subject:

Validation
Email Subject:

Continuation
Email Subject:

Show Zoned School

Copy Layout

Publish Options

Completion
Email Template:

Validation
Email Template:

Continuation
Email Template:

Application Layout

4. Select the form you want to copy the layout from in the Form pull-down and the applicable
Language version.

Form Setup

Student Re-Enroliment Setup

Application Courses

Form:

FCS Mew Student Enroliment Fc

vn

Completion
Email Address:

Header Color:

Applicant Email (application.emz

0 eelele o oo oy

District Fee{s): |

Birthdate On or After:

 Validate
Email Addresses

Header Image: Fqc U 5

Baeat Sofiemne
s

-

Birthdate On or Before:

09/01/2017

Profiles Allowed to Assign:

Delete Form

Language:
English [EN]

Completion
Email Subject:

FCS Enrollment
Validation
Email Subject:
FCS - Please Validate Email Address
Continuation
Email Subject:

FCS - Please Finish Your Application

| Show Zoned School

Copy Layout

Publish Options

Unavailable

Completion
Email Template:

Online Application (Completion)

Validation
Email Template:

Online Application (Email Validal

Continuation
Email Template:

Online Application {Continuation

5. Click Copy Layout.
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Form Setup Student Re-Enrollment Setup Application Courses

Form: FGS New Student Enroliment Fc v n Enabled

Campletion Applicant Email (application.emz v /] Validate aneuzee Publish Options
Email Address: PP app - Email Addresses English [EN] ~ Unavailable ~

Header Color: Header Image: F@C. L’. S Completion Completion

m ) m (@] & Email Subject: Email Template:
FCS Enrollment Online Application (Completion) v

District Fee(s):

Validation Validation

Birthdate On or After: Birthdate On or Before: Email Subject: Email Template:
09/01/2017 FCS - Please Validate Email Address Online Application (Email Validal

Profiles Allowed to Assign: Continuation Continuation

Email Subject: Email Template:
FCS - Please Finish Your Application Online Application (Continuation

Delete Form

+| Show Zoned School

Copy Layout

6. Select the Enrollment Form and Language that will receive the copied layout (i.e. the new
form created in step 1).

7. Click Copy Layout.

Copy Enrollment Form Layout

Please select the enrollment form and language to
copy the FCS New Student Enrollment Form -
English [EN] layout to:

Enrollment Form Language

FCS Post-Sec  + English [EN]

=3

8. In the confirmation message, click Yes.
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Are you sure you want to copy this layout?

If a layout already exists at the destination, it will be overwritten.

Cancel  Yes

9. In the next pop-up window, click Yes to switch to the copied layout.

Layout copied successfully. Switch now to the copied layout?

Any unsaved changes on the currently loaded layout will be lost.

Mo

The new form is populated with the copied layout.

10. Make any updates as needed and click Save Form Settings and/or Save Layout.
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Form: FCS Post-Secondary New Stude v

Completion Na Validate
Email Address: ne Email Addresses

esdercovor: [RAIC CIEIIY ©  Hescerimse: FICUS #
District Fee(s): | L

Birthdate On or After: Birthdate On or Before:

Profiles Allowed to Assign:

Label

Contact Group

Page Break

(
(
[ Address Group
(
(

v

Language: English [EN] v
Completion

Email Subject: FCS Enrollment

Walidati

_a ! . on FCS - Please Validate Email Address
Email Subject:
Continuation - _ b lease Finish Your Applicati
Email Subject: - Please Finish Your Application
Show Zoned School

Ap) n Layout

Publish Options

Completion
Email Template:

Validation
Email Template:

Continuation
Email Template:

Unavailable

Online Application (Completion)

Online Application (Email Validal

Online Application (Continuation

e First Name (fieldfirst_name) - Text

£

Editing a Form

1. Select the Form and Language.

Form Setup Student Re-Enrollment Setup Application Courses
Form: FCS New Student Enrollment Fe v
G i cant Email (apali o ¥ Validate

Email Address: PP mafl (appication.ems Email Addresses

teatercoor: (IO ©  Heoteroare: FECUS

District Feels): | [
Birthdate On or After: Birthdate On or Before:

09/01/2017
Profiles Allowed to Assign:
\ ™
Delete Form

Enabled Customize Last Page

Language:  English [EN]
Completion
Email Subject: FCS Enrollment
Validation o please Validate Email Address
Email Subject:
Continuation FCS- Pi Finish Your Analicati
Email Subject: - Please Finish Your Application

« | Show Zoned School

Copy Layout

Publish Options

Completion
Email Template:

Validation
Email Template:

Continuation
Email Template:

Unavailable

Online Application (Completion)

Online Application (Email Validal

Online Application (Continuation

2. Make updates as needed to the layout or settings and click Save Layout or Save Form

Settings.
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Form Setup Student Re-Enrollment Setup Application Courses

Form: FCS New Student Enroliment Ft v n Enabled

C i I . - + Validate Language: English [EN] ~  Publish Options Unavailable v
P ; :
Email Address: A Email nems v Email Addresses
Completion Completion -
) FCS Enroll t Online Applicat C: leti
Header Color: MO M\ Header Image: F@CUS s Email Subject: nrolimen Email Template: niine Application (Completion)
profi-hed
A . Validati N . Validati — "
District Fee(s): valeation - eeq . Please Validate Email Address vatiaation Online Application (Email Validal ~
Email Subject: Email Template:
Birthdate On or After: Birthdate On or Before:
Continuation Continuation

FCS - Please Finish Your Application Online Application (Continuation

09/01/2017 Email Subject: Email Template:

+| Show Zoned School

Save Form Settings Delete Form

Profiles Allowed to Assign:

\

(Page Breax
‘ " First Name (feldfirst_name) - Text
Ik

System Addresses Alternate Text l:l Required () vidden () @

Deleting a Form

Forms can be deleted as needed. Deleting a form will delete all language versions of the
form.

1. Select the Form.

2. Click Delete Form.

Form Setup Student Re-Enrollment Setup Application Courses

Form: FCS New Student Enrollment Fc v n Enabled Customize Last Page

C i . - R +| Validate Language: English [EN] ~  Publish Options Unavailable v
Email Address: | PPIcant Email { MM Y Email Addresses
Completion Completion . _— "
~ FCS Enrollment Online Application (Completion)  +
Header Color: mo m‘.,r‘ Header Image: FQCUS 4 Email Subject: Email Template: PP { P )
vl Sattme
. . Walidati . " Validati " - .
District Fee(s): .a| 3 °"  FCS- Please Validate Email Address N liaation Online Application (Email Validal v
Email Subject: Email Template:
Birthdate On or After: Birthdate On or Before:
Continuation o b lease Finish Your Applicati Continuation & Application (Ganfinuation
09/01/2017 Email Subject: - Please Finish Your Application Email Template: nline Application (Continuation

+'| Show Zoned School

Copy Layout

Delete Form

Profiles Allowed to Assign:

3. In the confirmation pop-up window, click Yes, delete the enroliment form and all
associated layouts.
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Delete Enrollment Form

Are you sure you want to delete the FCS New
Student Enrollment Form enrollment form for all
languages? This action is irreversable.

Mao, cancel

Yes, delete the enrollment form and all
associated layouts

Setting Up Student Re-Enrollment

The Student Re-Enrollment Setup tab is used to set the options for required and optional
student re-enroliment forms.

For required forms, parents or students will not be able to use the Portal until the re-
enrollment forms are completed. Optional forms can be used for inactive students to
reapply to the district (primarily for Post-Secondary). Districts can also push other optional
re-enrollment or non-enrollment forms to parents and students.

For both required and optional re-enrollment forms, forms can be assigned to specific
schools, specific grade levels, active parents, active students, parents of inactive students,
inactive students, and specific parent or student profiles. Re-enrollment information can be
viewed, approved, or denied in Students > Online Enrollments, unless "Do Not Require
Approval" is set on the form.

@ Required or optional forms can be assigned on an individual basis in Students >
Student Info > Re-enrollment tab. You can also mark that an individual student's form
does not require approval.
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The system preference "Inactive Student Login" in Setup > System Preferences >
Default School Preferences > General tab allows inactive students to log in to Focus
(students without an active enrollment record or students without any enroliment
record).

1. Click the Student Re-Enrollment Setup tab.

Form Setup | Student Re-Enrollment Setup | Application Courses

|é, Required/Available Forms B save
The following form(s) will be available for select students. If optional is selected, the form(s) will be available for select students ta complete at any time, according to the settings of each available form. Otherwise the form(s) will be published to your
Parent and/or Student Portals annually beginning on the Publish Date. They will be asked to complete the form in order to re-enroll and will not be able to use the Portal until they have done so.
Parent
" Inactive . Do Not
a Publish Publish End End a  Re-Enroll | Parent  Student  Portalof Require Student Parent =
G Date § Time § Date § Time § Schac e ) Grade Level(s) OptionalForm v | ¢\ ony + Portal § Portal § | Inactive Smdm: Custady & | Profiles | Profiles | Publish onApply Rechrs i
a rtal v Approval
Students y M v
B I [t I || A1 ears ] ] = [o o o [o o o E O
= [ReEnro... [¥] 9/30/2022  12:00 am Current ¥ [FocusEle... [§ [01 B O O 0 n 0 n 5] B O O

2. Select the Form to assign in the blank row.
3. Select the Publish Date and Publish Time (when the form will be available on the Portal).

4. If desired, select the End Date and End Time (when the form will no longer be available on
the Portal).

5. Select a School Year option. This determines the schools that will receive the Portal alert for
a form that needs processing and can review and approve the form.

Current - The form will be visible in the student's currently enrolled school only.
Future Year - The form will be visible in the student's next year enrollment school only.

All Years - The form will be visible in both the student's current and next year enrollment
schools.

When the field is set to null, it will be considered as All Years.

When All Years or null is selected, and one school processes a student's form, the form
will be removed from the other's schools Unprocessed Forms tab on the Online
Enroliments screen.

6. Select the School(s). One or more can be selected.

7. Select the Grade Level(s). One or more can be selected.
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If you are setting up re-enrollment for inactive students, it is recommended to select
all the grade levels, as the inactive student may have withdrawn at any of the grade
levels.

8. Select Optional Form if this is an optional form that will be available for parents or students
to complete.

9. The Re-Enroll Student option is used when setting up re-enrollment for inactive students.
This option must be selected to enroll the student into the Applicants school as an active
student.

10. Select Parent Portal or Student Portal to dictate where the re-enrollment form will be
available. These options are used for re-enrollment forms for active students.

11. To assign the form to inactive students, select Parent Portal of Inactive Students or
Inactive Student Portal to dictate whether the re-enrollment form will be available for inactive
students on the Parent Portal or Student Portal.

The profile permission "Show Previous Year Inactive Students" for parents must be
enabled in Users > Profiles in order for parents to be able to see their previous year
inactive students in the Parent Portal.

12. Select Require Custody along with the “Parent Portal” check box to only provide the linked
user that has a contact record flagged as "Custody" access to the form.

13. If the form should only be accessible by specific parent or student profiles, select the
Student Profiles or Parent Profiles.

14. Select Publish on Apply to make the form available on /apply when the student logs in on
the Continue Application/Returning Students tab.

15. Select Do Not Require Approval to automatically approve any changes the student submits
to their information. The student's information in Focus is immediately updated each time a
page of the form is submitted. Do not select this option if changes should require approval in
Students > Online Enrollments > Unprocessed Forms. The student's form will display in the
Processed tab on the Online Enrollment screen.
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Form Setup Student Re-Enroliment Setup Application Courses

E'f Required/Available Forms

The following form(s) will be available for select students. If optional is selected. the farm(s) will be available for select students to complete at any time, according to the settings of each available form. Otherwise the formi(s) will be published to your
Parent and/or Student Portals annually beginning en the Publish Date. They will be asked to complete the form inorder to re-enrall and will not be able to use the Portal until they have dene so.

(G o]
Parent
Inactive Do Not
. Publish Publish End End a Re-Enroll Parent | Student | Portalof | o ' Require | Student | Parent Requi
Form 4 Date & Time & Date & Time & School Year Schoolls) Grade Levells) Optlonal Form | ¢ lier s porgal & | portal 4 | Inactive P:n:ln‘ Custody & | Profies | Profles | Publishan Apply A;m:::al‘
Students ; v provaly
|Re-Enro... [¥] ||U§,{3l]f2022|| [12:00 am| |I I| [ ] ‘\Gunsm ™ ||FocusWes... 1] ||09‘ 10, ... [¥] ‘D ‘ [m] ‘ |D |D |D ‘D | | ||E. |D (]
= | ReEnro... [§] 5/30/2022  12:00 am |Current ¥ [FocusEle... [§] [01 [ ] (m] O (m} O m} CH(ClOo O

16. Press Enter to add the row.

17. Click Save.

FormSetup  Student Re-Enrollment Setup  Application Courses

E,f Required/Available Forms

The following form(s) will be available for select students. If optional is selected, the form(s) will be available for select students to complete at any time, according to the settings of each available form. Otherwise the form(s) will be published to your
Parent and/or Student Portals annually beginning on the Publish Date. They will be asked to complete the form in order to re-enroll and will not be able to use the Portal until they have done so.

(G o |
Parent
Inactive Do Not
o Publish Publish End End a1 Re-Enroll  Parent  Student  Portalof Require Student Parent
ROy Date Time & Date & Time 4 Schaol Year Schaolis) Grade Level(s) Optional Form Student 4 Portal & | Portal & | Inactive g:::::‘: Custody & | Profiles | Profiles Publish an Apply :;ql:g:al.
Students v "
0 [ Il 1] 1 || voars B ] Bo o o o |o o o [C®|Cm|o O
= | [Re-Enro... [¥] 09/30/2022 12:00 am |Current [¥] |Focus wes._. [§] (08,10, ..[§] [ m} O O m O [ = s O
= | [Re-Enro... [§] 9/30/2022  12:00 am [Current [¥) [FocusEle... [W) (01 B O [m] O O [m] O @ Cw|o O

Accessing an Enrollment Form at /apply as a New Student

1. Enter your district's Focus URL with /apply appended to the end.

(i) @ https://livedemo focusschoolsoftware.com/: Japply/

The online application screen is displayed.
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Apply for Enrollment

Focus Demo

Change Page to English [EN] :

All fields marked with an asterisk (*) are required.

Student's First Name*

Student's Last Name*

Student's Birthdate~

Language* English [EN]
Form Type* Online Application

ELET S

Please enter a contact email and passwors d for this application.

Email Address*
Confirm Email Address=
Password*

Confirm Password*

2. In the Application for New Students tab, enter the Student's First Name, Student's Last
Name, and Student's Birthdate.

3. If the application is available in more than one language, select the Language.
4. In the Form Type pull-down, select the applicable form.
5. Enter the contact email address in the Email Address and Confirm Email Address fields.

6. Enter a password in the Password and Confirm Password fields.

0 If the system preferences "Application tracker" and "Require Email Address" are
enabled, then the applicant must enter the Email Address and Password. If the
"Application tracker" preference is enabled and the "Require Email Address"
preference is disabled, then the message "Would you like to track the application
status?" is displayed above the Email Address and Password fields. If the applicant
selects Yes, then the Email Address and Password fields are displayed and the
applicant can enter the information. If the applicant selects No, then the Email Address
and Password fields are hidden. If the "Application tracker" preference is disabled, no
Email Address and Password fields will display.

7. Click Begin Application.
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Change Page to English [EN] v

All fields marked with an asterisk (*) are required.

Student's First Name* Pamela

Student's Last Name* Green

Student's Birthdate* 11/20/2005
Language* English [EN] =
Form Type* Online Application T

Please enter a contact email and password for this application.

Email Address* ~ . @focusschoolsoftwa
Confirm Email Address* . @focusschoolsoftwa
Password* sessssesanes
Confirm Password* sssssssssses

Begin Application

If email validation is not enabled for the form in the Application Editor, the applicant can
proceed with the form. If email validation is enabled for the form, a message is displayed
indicating that the applicant will receive an email to validate his/her email address. Once the
applicant clicks the validation link in the email, the online application is opened and prompts
the applicant to enter the email address and password and proceed with the form.

Change Page to English [EN] v

Application for New Students Continue Application

Please check your email for steps on validating your email address and
continuing the application.

Resuming a Saved Enrollment or Re-Enrollment Form at /apply

1. Enter your district's Focus URL with /apply appended to the end.

(i) @ https://livedemo focusschoolsoftware.com/: fapply/
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The online application screen is displayed.

Apply for Enrollment

Focus Demo

Change Page to English [EN] :

Application for New Students | Continue Application

All fields marked with an asterisk (*) are required.

Student's First Name*

Student's Last Name*

Student's Birthdate*

Language* English [EN]
Form Type* Online Application

Ak 4»

Please enter a contact email and password for this application.

Email Address*
Confirm Email Address=*
Password*

Confirm Password*

2. Click the Continue Application tab.

@ Ifthereis aform marked "Publish on Apply" in Setup > Application Editor > Re-
Enrollment Setup > Available forms, then the tab displays as "Continue Application /
Returning Students." If there are no forms marked "Publish on Apply," then the tab

displays as "Continue Application."

Application Editor Page 54



Change Page to English [EN] =

Application for New Students Continue Application

Username

Password

Parents: Forgot Password?

Mote: If you have not been provided a username, please login with the email
address & password used to start the application.

3. Enter your Username and Password.

4. Click Log In.

Change Page to English [EN] =

Application for New Students Continue Application

Username -  @focusschoolsoftwal

PESSWGI"d sesssananesn

Parents: Forgot Password?

Mote: If you have not been provided a username, please login with the email
address & password used to start the application.

5. Click Resume Saved Form.
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This student has a saved form in-progress.
You must finish this form or discard it before you can start a new form.

Saved Form: Focus County Schools Enroliment Form

Resume Saved Form Start New Form

Accessing Required Re-Enroliment Forms in Focus

Once a required re-enroliment form is published to parents or students according to the
settings in the Student Re-Enrollment Setup tab of the Application Editor, the form is
available to parents/students once they log into Focus. The parent/student will not be able
to access other screens in the Portal until the form is completed. If a parent has multiple
students and there are required forms for each student, then all the forms must be
completed before the parent can access the rest of the Portal. However, if the system
preference "Make Required Re-Enrollment Forms Student Specific" is enabled in Setup >
System Preferences > Default School Preferences > Online Application tab, parents who
have multiple students can access the Portal for the student whose required re-enroliment
form was completed. Parents cannot access the Portal for other students who didn't have
their required re-enrollment forms completed.
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1} - Owl High School - 0041 ¥
& Forms Summary © Help ) (Parents) ¥
2019-2020 Y

Portal

School Information
My Profile
Preferences
Calendar

Request Conference

e B Q 2

Forms

-

‘. Emmatte

Child Infa Grade Changes
Class Schedule Class Reguests
Grades Progression Plan
Grad Reqgs Test History
Standard Grades  Absences

Attendance Referrals

m Nicole

Pending Forms

The district and/or school has requested that the following form(s) be completed at this time in order to update your student information

Student Name Form Status

L . Nicole FCS Re-Enroliment Form Not yet started - Click to begin in English [EN]

Completed Forms

Mo Records Found

Accessing Available (Optional) Re-Enrollment Forms in Focus

If the district has set up available (optional) forms in the Student Re-Enrollment Setup tab of
the Application Editor and has made the form available in the Parent or Student Portal,
then the form will be located in the Forms Summary screen. The form may also be available
at /apply if the district has selected that option in the Student Re-Enrollment Setup tab.

1. For students, click Forms Summary in the side-menu. For parents, click Forms Summary
under the applicable student.

Students:
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Portal
School Information

My Information

% QO

Preferences

Calendar

Class Schedule

i

Class Requests

»
+

Grades

Progression Plan
Grad Reqs

Test History

Test History Report
Standard Grades
Absences
Attendance

Referrals

Forms Summary

NI T » © O} R B »

Magnet Application

r

Forms <

Parents:

Portal

School Info

My Profile
Communication
Preferences
Calendar

Request Conference

Forms <

Dexter ~

Enmﬁath@a

Child Info Change Requests
Grade Changes Class Schedule
Class Requests Grades
Progression Plan  Grad Regs

Test History Standard Grades
Absences Attendance
Referrals School Choice

Student Services  Purchase & Pay
Customer Ledger

] E-ul Jerry £

2. In the Available Forms section of the screen, click the link to the form.
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Available Forms

The district has made the following forms available for you to complete as needed to update information.

Available forms for Dexter D Acosta
Online Application
FCSVoaluntary Re-Enrollment
Available forms for Jerry Acosta
FC5Voluntary Re-Enrollment

Parents and students may cancel in progress optional forms by clicking Cancel next to the form
in the Pending Forms section of the screen.

Pending Forms

The district and/or school has requested that the following form(s) be completed at this time in order to update your student information

Student Name Form Status

. Acosta, Dexter D FCS Voluntary Re-Enroliment In progress - Click to continue in English [EN] |

Completing the Enroliment/Re-Enroliment Form

1. If the form contains multiple pages, click the Next Page and Previous Page buttons to
navigate through the form.

Save and Continue Later

2. Fill'in all required fields. Required fields are marked with a red asterisk.
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First Name"® Pamela

Middle Mame
Last Ma ITIE‘ Gr-een
Birthdate" November 4 20 4 2002 4.

A You will not be able to proceed to the next page or submit the form without filling in
the required fields. If you attempt to do so, a warning message will display.

@ Existing students will have fields populated from information in their student record in
Focus. Changes can be made as needed.

3. To save the form to complete at a later time, click Save and Continue Later.

Save and Continue Later

The progress is saved and you are logged out of the online application.

4. When you are ready to submit the form, click Submit and Finish.

Submit and Finish

For applicant students, the student ID and confirmation code is displayed.
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Thank you, Pamela Green.
Your application has been submitted.
Your new student ID # and confirmation code is: #7WW82336

Click here to return to Focus

Click here to return to the Online Application

Viewing Students in the Applicants School

New students who have applied through the online application are enrolled in the
Applicants school. Inactive students who have completed a re-enrollment form with the

"Re-Enroll Student" option enabled in Re-Enrollment Setup are also enrolled in the
Applicants school. Log into the Applicants school to view their student records.

1. At the top of the screen, select the Applicants school from the school pull-down.

Applicants

Ashley Weiss

2022-2023 ¥

#° Setup Search..

. Students Student Info
| & Users Add a Student
I ::} Sche duling Mass Assign Student Info
| Mass Add Log Records

+ Grades

[ = Change Reguests
| =#¢ Assessment Magnet / Special Assignment
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3. On the Search Screen, enter search criteria to locate the student and click Search, or to
return all students in the Applicants school, do not enter any search criteria and click Search.

@ See Searching for Students for detailed instructions on the various ways to search for

students.

Search ple List C List

|Q Student Search | More Search Options
Student Group .

] Search All Schools

[ Include Inactive
Previous Years
Use Most Recent Enrollment

il

Use Legacy Search

4. In the search results, click the appropriate student.

Search Screen | Simple List Customized List

2 Students E

Photo Student

Filter Search

=)
fag]

Student ID Grade

Green, Susan Janna‘)t'

- 0007FTTO

The student's record is displayed, populated with information entered on the application.
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Enrollment Schedule

Filter fields...

n Primary Info
= -

n Address
Addresses & Contacts
Admin Notes
m Application Courses

Athletics

Behavior Screening
Classified

Controlled School Choice
Counselor Notes

Crisis Intervention

DoP

Nacmnant Mananamant

Requests Grades Absences Activities Referrals Test History Audit Trail Grad Communication Files

Billing

=[E 1 General Demographics
Laptop Issue Date Laptop Serial
Number
Acknowledgement ) Application
of Admissions... Complete
Parent Ona OnNo Oes Parent Notes to
Requirements... Admissions
lunderstandthatl [ Social Security

am responsible for...
4 Isyourchild O nya O ves Will your child be
currently being... attending Focus...

Grade-levels . Previously Retained

Previously Retained

Violation of the Law Explanation:

Print a Form/Letter

Ona ONo Oves

O

555

Choice

®
At least one race
field must be Yes.

Race: Black or

0 African

American
0 Race: Asian

Race: American
0 Indian or Alaska
Native

Race: Native
o Hawaiianor

Other Pacific

Islander

Primary Lang
Spokenin the
Home

o Primary Student

Laneuaee

Enrolling a Student from the Applicants School

Please see Enrolling a Student from the Applicants Schoal.

Creating a New Form Based on Form Record Fields

The Application Editor can be used to create other types of forms besides enrollment
forms. Forms in the Application Editor can be created based on existing student field
categories that are set up as form records in Student Fields.

1. In the Setup menu, click Application Editor.
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%
g

Search...
& suoent Portal ||
& Users Portal
G Scheduling Partal Editor
Portal Messages
# Grades
i Automated Cron Messages
=#¢ Assessment Focus Chat Messages
& Attendance System Setup
System Preferences
£ Discipline ) o
Site Administration
] Forms Letterhead Templates
@ Billing Address Catalog
} N Gradebook Templates
& Eligibility
Gradebook Comment Codes
‘&t Employee Self Service Grade Posting Averaging
"1 Florida Reports School Fields
. Translations
i 8585
Application Editor
ils Reports Login Histary
Lockers

2. In the Form pull-down, select the form record category. These are listed under the heading
Student Custom Fields Forms.

A Only student field categories that were designated as form records in Student Fields
are available for selection.

Form Setup

Form:

Completion
Email Address:

Header Color:

Student Re-Enrollment Setup Application Courses

Annual Enrollment

Daily Health Screener

FCS New Student Enrollment Form

FCS Post-Secondary New Student Enrollment Form
FCS Voluntary Re-Enrollment

Focus County Schools Application

BS

Online Application F@C U S

el Rafiwae

Re-Enrollment Form

District Fee(s):

Birthdate Onor A

ABE Education Plan - TABE

Controlled School Choice
ELL - Education Plam

Medical
User form

L v FOT SELLINES B Bl ey
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If this form has not been previously set up, the Application Layout on the bottom-right side
of the screen will be blank. The bottom-left side of the screen contains the items that are
used to build the form, including labels, groups, page breaks, and student fields. Only the
System fields, System Addresses, System Contacts, and the fields in the applicable student

field category are available for use.

Form Setup Student Re-Enrollment Setup Application Courses

Form: ABE Education Plan - TABE v n

Completion Validate
Email Address: | O ¥ Emall Addresses
o IO > e FRCUS 7
Birthdate On or After: Birthdate On or Before:

Profiles Allowed to Assign:

== )
[ ‘Group ]
[ Address Group ]
[ Contact Group ]

Page Break

Language: English [EN] “  Publish Options Unavailable v
Completion Completion -
Email Subject: Email Template:
Validation Validation -
Email Subject: Email Template:
Continuation Continuation -
Email Subject: Email Template:
Show Zoned School

Application Layout

3. To add an item to the Application Layout, click and drag it into the layout.

[ Label

[ Group

[ Contact Group

)
)
[ Address Group ]
)
)

[ Page Break

System Addresses

System Contacts
ABE Education Plan - TABE
TABE Post-Test Score (fieldlB99) - Text

Program of Study (fieldi897) - Select Menu
Content Area (fieldI908) - Select Multiple
Assessment Type (fieldl896) - Select Multiple
TABE Score (tieldI906) - Text

TADE Cavmn (Al AIAAEL  Taus

Application Layout

9 TABE Post-Test Score (fieldI899) -

Text

@

4. Add labels, groups, page breaks, student fields, address groups/system addresses fields, and
contact groups/system contacts fields as needed.

5. To rearrange items in the layout, click the up or down arrows on a block.
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(appication Layou:

=% TABE Post-Test Score (field|899) -
Text

Alrernate Text Required [_| Hidden "] @

"% program of Study (field897) - Select
Menu

Required [_| Hidden "] @

Alternate Text

6. To remove an item from the layout, click the delete icon on the block.

(appiication Lavout [

=" TABE Post-Test Score (field|899) -
Text

Required | Hidden

Alrernate Text

=% program of Study (fieldI897) - Select
Menu

Alternate Text Required | Hidden "] @

7. At the top of the screen, select Enabled to make the form available for use.

Users will the profile permission to the form will be able to access the form in the Forms
menu in Focus.
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Form Setup Student Re-Enrollment Setup Application Courses

Form: ABE Education Plan - TABE v n +| Enabled

Completion None - Validate Language: Publish Options
Email Address: Email Addresses English [EN] - Unavailable -
Header Color: Header Image: ‘Fqg szr 5 Completion Completion
u ) m Q 7 Email Subject: Email Template:
W
Birthdate On or After: Birthdate On or Before:
Validation Validation
Email Subject: Email Template:
Profiles Allowed to Assign: v
[
. Continuation Continuation
Email Subject: Email Template:
Delete Form
v
Show Zoned School

8. Click Save Layout.

Form Setup Student Re-Enrollment Setup Application Courses
Form:  ABE Education Plan - TABE v n ¥ Enabled
Completion N o Validate Language: Publish Options
. lone .
Email Address: Email Addresses English [EN] - Unavailable ~
Header Color: Header Image: 'qu L_jr S Completion Completion
m () m (9] 7 Email Subject: Email Template:
hd
Birthdate On or After: Birthdate On or Before:
Validation Validation
Email Subject: Email Template:
Profiles Allowed to Assign: ~
[
. Continuation Continuation
Email Subject: Email Template:
Delete Form
e
Show Zoned School

Save Layout Copy Layout

Accessing a Form in the Forms Menu

Once the form has been created, profile permissions for the form will need to be given in
Users > Profiles to those profiles who need to access it. Users with profile permissions to
the form can access the form in the Forms menu.

1. In the Forms menu, click the form.
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f Setup Search...
i tuikentn ABE Education Plan - TABE
& Users Controlled School Chaice
() Scheduling counselor
ELL - Education Flan
w0 Grades )
Best & Brightest Teacher Application
«* Assessment Exit Form (Revised)
q Attendance In County Mileage Reimbursement Form
L Monies Collected Form
£] Discipline
Out of County Travel Reimbursement Form
L1 Forms School Accident Report
¢4 Billing

2. On the Search Screen, enter search criteria to locate the student and click Search.

€@ See Searching for Students for detailed instructions on the various ways to search for
students.

Search Screen  Simple List Customized List

|Q Student Search ‘ More Search Options o)
Student Group .

[0 Search All Schools

[ Include Inactive
Previous Years
Use Most Recent Enrollment

Use Legacy Search
3. In the search results, click the appropriate student.
Search Screen Simple List List C i List
Student: acosta
2 Students LE‘I Search
Photo Student Student ID Grade

’
m Acosta, Hary P @ 0005870 10

If the student has an existing records for this form, the records will display on the left side of
the screen.
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=1 ELL - Education Plan

Records

Name Date
- Plan 1 2021-09-01 00:00:00-0:4

| [October ~[6 ~[2022+v]

4. To add a new form record, enter a Name for the new record and select the Date in the blank
row.

5. Click the + next to the row.

E1ELL - Education Plan

Records

Name Date
= Plan 1 2021-09-01 00:00:00-04
=+ [Plan 2 [October ~[6 ~[2022v]

The new form record is added to the list and the form fields display on the right side of the
screen.

6. Fill out any required fields. Required fields are marked with a red asterisk.

EJELL - Education Plan

ELL - Education Plan
Name Date
= Plan 1 2021-09-01 00:00:00-04

This plan is designed to support Adult General Education students in developing lesson goals, instructional

.m content, and formative assessment opportunities. Students will meet with teachers approximately every

20 hours and again after post-testing.
+ [October v[6 w[2022v]_

CASAS Reading Score | |

CASAS Reading Test Form | |

CASAS Reading Test Date 2022w

CASAS Listening Score | |

CASAS Listening Test Form [ |

CASAS Listening Test Date 2022w |
Content [ Listening
) Reading
[_] Speaking
[ writing

A You will not be able to proceed to the next page or save the form without filling in the
required fields. If you attempt to do so, a warning message will display.

7. Click the Next Page and Previous Page buttons to navigate through the form if the form
contains multiple pages.

8. When the form is completed, click Save.
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Previous Page Mext Page
Save

@ Formrecords are also visible in Student Info when viewing the form record category.
Form records can also be added from Student Info.

Setting Up Application Courses (Postsecondary)

Users with the profile permission "Application Courses" for the Application Editor have
access to the Application Courses tab. This functionality is for postsecondary schools. The
Application Courses tab is used to define the courses that applicants are able to apply to on
the online application. Applicants will select and prioritize the courses they want to apply to.

0 The Application Courses field in the System category must be added to the application
layout in order for applicants to be able to select courses on the application.
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[ First Name (fieldfirst_name) - Text
[ Middle Mame (fieldmiddle_name) - Text
[ Last Name (fieldlast_name) - Text

Mame Suffix (fisldname_suffix) - Text

e e e

Address (fieldaddress) - Address Block
Application Courses (fieldapplication_courses) -

System Addresses

System Contacts

Document Management
Health Daily Health Screener
Health Medical

Edit Rules & Workflow

0 The information for the applicant's selected courses will populate the following
student fields within the Application Courses student category once the application is
submitted:

+ Application Courses Selected Course 1

* Application Courses Selected Course 2

* Application Courses Selected Course 3

+ Application Courses Selected Program 1

* Application Courses Selected Program 2

+ Application Courses Selected Program 3

+ Application Courses Selected School 1

* Application Courses Selected School 2

* Application Courses Selected School 3

* Application Courses Selected Start Time 1
* Application Courses Selected Start Time 2
* Application Courses Selected Start Time 3
+ Application Courses Selected End Time 1
+ Application Courses Selected End Time 2
+ Application Courses Selected End Time 3
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The appropriate users must be given view permissions to these fields. These fields can
be included in the Advanced Report and in Print Letters & Send Email.

1. Click the Application Courses tab.

Form Setup Student Re-Enrollment Setup Application Courses

[& Application Courses o save
Add Appication Courses
T oFr |
— . "
2. In the top row, select the Program.
All programs that have a short name are available in the pull-down.
3. Select the Courses that will be available for applicants to select from. One or multiple
courses within the program can be selected.
All active sections for the selected course(s) will display for applicants to choose from.
[& Application Courses

Add Application Courses

(Fiiter: 173

Programs 4 Courses *

] ||ABE LANG, ABE LANG, ABE LANG, ABE MATH, ABE MATH, ABE MATH, ABE READ. ABE READ. A_.. [¥)|

[ABE

o When the system preference "Define Grade Levels on Application Courses" is enabled,
the Grade Levels column is available on the Application Courses screen. Select the

applicable grade levels for the course(s). On the application, the applicant will select a
grade level in the Current Grade Level field. The available courses will display based on

the grade level selected.
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Form Setup Student Re-Enrollment Setup Application Courses

@ Application Courses

B Save
Add Application Courses
Programs & Courses 4 Grade Levels +
= B ] ]
= |ABE [¥] |ABE LANG, ABE LANG, ABE LANG, ABE MATH, ABE MATH, ABE MATH. . [¥] =
= [Adult ESGL [¥) [ADULT ESOL, ADULT ESOL. ADULT ESOL 4] Q Fiter
Checkall Clear (0/7) [ Eseact fittar

.|
-3
112
ImRL
10
o9
ozz

4. Press Enter to add the row.

Form Setup Student Re-Enrollment Setup Application Courses

E’; Application Courses

Add Application Courses

(Filker:
Programs § Courses §
[ABE ® | [ L]
= |ABE

[¥] |ABE LANG, ABE LANG, ABE LANG, ABE MATH, ABE MATH, ABE MATH, ABE READ, ABE READ, A... [¥]

5. Continue selecting programs and courses as needed.

6. Click Save.

FormSetup  Student Re-Enrollment Setup  Application Courses

E’; Application Courses

Add Application Courses

Programs 5 Courses §

|aBE B
= | Adult ESOL [¥] |ADULT ESOL ADULT ESOL, ADULT ESOL
= |ABE

[¥] |ABE LANG, ABE LANG, ABE LANG, ABE MATH, ABE MATH, ABE MATH, ABE READ, ABE READ, A...

If the system preference "Define Grade Levels on Application Courses" is enabled, the applicant

will first select their grade level in the Current Grade Level pull-down on the application. Only
the courses for that grade level will be available in the Course List.
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Application Courses

Current Grade Level: .

Selected Courses

The applicant will click a program in the Course List, and then click Apply on the desired course.

Application Courses

Selected Courses

Drag and drop courses to switch their priorities.

Priority 1 Priority 2 Priority 3

I acknowledge that the courses chosen are in the correct order and have been ordered by
my own priority and preference. | also acknowledge that if my first priority course is
available then the first course will apply. If it is not available then my second priority
course will apply. If my second priority course is not available then my third priority
course will apply. If none of my courses are available then | will not be able to apply for
any of those courses.

Course List

» AUTOBRAKE SYS TECH

» DIGITAL ASST DSN

The first course the applicant clicks Apply on will only have Priority 1 as an option. Subsequent
courses will have all the priority options available.
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Choose Course
Priority

Priority 1

When finished, courses can be dragged and dropped to rearrange the priority, or can be
removed.

Selected Courses

Drag and drop courses to switch their priorities.

AESTHETICSI AESTHETICS | AIR CONDITIONING
TECHNOLOGY |

Program AESTHETICS  Program AESTHETICS
School Northwest School Northwest Program AIR

Campus Campus CONDITIO...

TECHMNOL...

Meeting MTWHF Meeting MTWHF School MNortheast
Days Days Campus -
Start Time 11:30:.00 AM | StartTime = 03:15PM
End Time 2:40:00 PM End Time 06:25 PM Meeting MTWHF

Start Date 08/01/2022 Start Date 08/01/2022 Days
End Date 12/20/2022 End Date 1272072022 Start Time 07:30 AM
Location MAIN Location MAIN End Time 10:30 AM
CAMPUS CAMPUS Start Date 08/03/2022
End Date 12/20/2022

© 287.26 MILES © 28726 MILES Location MAIN
CAMPUS
€ 303.27 MILES

The applicant's choices will be displayed in the fields within the Applicant Courses student field
category.
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Priority 1 Selection

Application Courses Selected School 1 Northeast Campus
Application Courses Selected Program 1 MEDICAL ASSISTING 2YR
Application Courses Selected Start Time 1 0400 PM
Application Courses Selected End Time 1 (4,30 PM

Priority 2 Selection

Application Courses Selected School 2 porthwest Campus
Application Courses Selected Program 2 NURSING SERVICES
Application Courses Selected Start Time 2 100 PM
Application Courses Selected End Time 2 330 PM

Priority 3 Selection

Application Courses Selected School 3 Northwest Campus
Application Courses Selected Program 3  prys|CAL THERAPY

Application Courses Selected Start Time 3 p1.00 PM

Did You Know?

The first five numbers in student Social Security numbers are masked with asterisks. The profile
permission View Full SSN, enabled via Users > Profiles > Students tab, allows users to view the
full Social Security number for students.

Application Editor Page 76


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

