Course Setup and Requests

Secondary level schools typically use student Course Requests to drive the decision-making
for building the Master Schedule. Focus allows for requests to be entered en masse
through Automated Course Requests, individually, students can enter their own requests or
teachers can enter student requests. Once requests have been entered, the built-in
Requests reports can be viewed to verify and edit the requests before running the
scheduler.

Verifying Scheduling Parameters

Prior to creating or editing Subjects, Courses, and Sections for scheduling purposes, ensure that
the following parameters are accurate for the school, even though most are set by the district:

+ The upcoming school year (not the current school year) is selected from the corresponding
pull-down.

+ The dates for the Attendance Calendar and Marking Periods reflect the next school year.

* The Periods and Rooms used for scheduling have been selected.

Setup Subjects and Courses

In addition to verifying the parameters outlined above, it is necessary to confirm that all
courses being offered by the school have been set up and assigned to the appropriate
subject. Subjects and Courses are housed under Courses & Sections in the Scheduling
menu, and it may be helpful to think of this set up as a filing cabinet. Some districts have
defined naming conventions for the Subject categories and may have completed this part of
the setup for all schools.

Subjects Setup

The Subjects setup is the basis for building the sections offered for each course. It is simply
a way to organize the courses for quick navigation when building student schedules. In the
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filing cabinet scenario, the Subjects would be the drawers within the Courses & Sections
filing cabinet.

Adding a New Subject

@ fthe district has not pre-set the Subjects and Courses for the schools, all courses may
be housed in a Subject labeled All Courses or Non Credit and will need to be moved. If
this is the case, subjects will need to be added (if not currently in place) before the
courses can be moved.

1. At the bottom of the Subjects list, click the + icon.

2 Subjects

2. In the New Subject fields at the top of the screen, enter a Title for the subject.

3. Enter a Short Name for the subject.

New Subject Search  Save

Social Studies 55
Tille: Short Name Vocational Program Number Total Hours for Program Required Percentage of Hours Attended

2 Subjects
Subject

Enalish

=

+
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@ The Vocational Program Number, Total Hours for Program, and Required Percentage

of Hours Attended fields are not applicable, as they are used for post-secondary
education.

4. Click Save.

New Subject

Search Save

Social Studies 55

Title Short Name Vocational Program Mumber Total Hours for Program Required Percentage of Hours Atterded

2 Subjects
Subject

Enalish
Math

+

The new subject is added to the Subjects list.

Deleting Empty Subjects

Subjects that are no longer being offered can be deleted as long as there are no courses in

the Subject. If there are courses, move those (see next section) to another Subject or create
one if necessary before deleting the old subject.

1. Click the subject in the Subjects list.

3 Subjects
Subject

English

il

Social Studies

+

2. At the top of the screen, click Delete.
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Math

Math M

Title Short Name Viecational Program MNumber Total Hours for Program Required Percentage of Hours Attended
3 Subjects 2 Mo Courses were found.

Subject Course Course Num

Enalish +

Social Studies

+

3. In the confirmation message, click Delete.

The subject is removed from the Subjects list. If there are courses and sections within the
subject, a warning message will display indicating the courses and sections must be removed

first before deleting the subject.

Courses Setup

Each Course is adopted from the district Course Catalog. In the filing cabinet scenario, the
Courses would be the folders within the Subject drawer in the Courses & Sections filing

cabinet.

Adding Courses

If the Course Catalog is being used, be sure that any new courses being offered have been
added by the district. Course fields that the district sets at the Course Catalog level are

typically locked for users at the Courses & Sections level.

1. Click the subject in the Subjects list that will house the new course.

2. At the bottom of the Courses list, click the + icon.
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English Search Delete Save
English EN
Tine Shart Name Vocational Program Mumber Total Hours for Program Required Percentage of Hours Attended
14 Subjects 13 Courses &
Subject Course Course Num
Dual Enrollment AP ENG COMPO 1001420
Electives AP ENG LIT COMPO 1001430
Exceptional Student ENG 1 THROUGH ESOL 1002300
Math ENG 2 1001340
No Credit ENG 2 THROUGH ESOL 1002310
Performing Fine Arts ENG 3 1001370
Physical Education ENG 3 THROUGH ESOL 1002320
Practical Arts ENG 4 1001400
Science ENG 4 THROUGH ESOL 1002520
Social Studies ENG HON 1 1001320
Temp ENG HON 2 1001350
Vocational PRE-AP ENGLISH 1 1001415
World Languages
+

3. In the New Course fields at the top of the screen, select the course from the Search pull-
down. To quickly locate a specific course in the list, enter the full or partial course name or
number in the filter box at the top of the pull-down. The list of courses will filter. Select the
desired course.

English - New Course Search
[lsearch Invalid - valid 0 -
- COUI’SE Frerequisites Prerequisites Freregulsites C Graduation Graduation Cradits Allow
eng haon Title 1 2 3 ‘Graduation Hequirements Heguirements per Students 1
Raequirsmants Subjact 2 Subject 3 Coursae o I
1001320 ENG HON 1 I HISIONY  gagquast 1
1001350 ENG HON 2 Term g
1001380 ENG HON 3 e

1001410 ENG HON 4
1211300 TRIG HON
2020910 ASTR S/G HON

jrses 52

Course Num

1001310 ENG 1 COMPO 1001420
1001340 ENG 2
1001370 ENG 3 | LIT COMPO 1001430

I!1OU1400 ENG 4 1001310

Alternatively, enter the Course Number. If the Course Catalog is enabled, the Course Number
field will be red and will remain red until a valid course number is entered. Begin typing a
course number to locate a specific course. As numbers are typed, a list of corresponding
courses matching the numbers will display. Click the desired course or enter the full course
number. The course number can contain up to 50 characters. If the "Max Course Num Length"
system preference is set, then the Course Number field will only allow the number of characters
set in the preference.
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Once the Course Number is entered, the Title field will auto-populate based on the
Course Title defined in the Course Catalog (if enabled). If an invalid number is entered,
the Course Number field will remain red and you will not be able to add the course.

4. If applicable, fill out the rest of the course fields:

English - New Course Search Save

1001380 ENG HON 3 1001380 ALHRENE < e . e E 05
Course Number Titie Prerequisites 1 Prarequisies 2 P 3G a0 Subjact Subject2 Graguation Requiraments Subject 3 Gredits per Gourse History Term

va B B English - bttt

Allow Students 1o Request this Gourse Scheaule is GoUrse ISt \ypis OGP Hours oGP Gourse Sequence GAPE Subject - Grade Level(s) Gourse Length jigw Teachers 1o Request This COUTSE Raquests Subject

@ Any course fields defined in the Course Catalog will auto-populate and cannot be
edited. If no value is set in the Course Catalog, the field will be editable.

Title: Enter the title of the course.

Prerequisites 1, Prerequisites 2, Prerequisites 3: If students must successfully complete
other courses before enrolling in this course, select the prerequisites in the pull-downs.
Selecting multiple courses in one pull-down represents an “OR” relationship. Selecting a course
in each pull-down represents an “AND” relationship.

Graduation Requirements Subject, Graduation Requirements Subject 2, Graduation
Requirements Subject 3: Select the graduation subject for the course. Graduation subjects are
set up in Grades > Graduation Requirements > Graduation Subjects tab. Up to three graduation
subject areas can be defined for a course. This is used by the Graduation Requirements Report
to determine if a student has met the graduation requirements for his/her assigned graduation
program. When a student successfully completes a course, the system will check the first
Graduation Requirements Subject. If the student has already met the requirements for the first
Graduation Requirements Subject, the system will check the Graduation Requirements Subject
2 field, and so on. If the student has met the graduation requirements for all the graduation
subjects, the course will count as an elective.

Credits per Course History Term: Enter the number of credits students earn per course
history term.

Allow Students to Request this Course: This option will display if the system preference
“Allow students to enter course requests starting (date)” is enabled. Select this check box to
allow students to enter a request for this course. If this check box is not selected, only
administrators will be able to enter requests for this course.

Allow Teachers to Approve Requests: This option will display if the system preference
“Teachers approve course requests” is enabled in Setup > System Preferences > Scheduling tab.
Select this check box to allow the student’s current teacher in the subject area to approve
course requests for the course for the next school year.
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Allow Students to Enroll themselves in this Course: This option will display if the system
preference “Allow students to enroll themselves in classes” is enabled in Setup > System
Preferences > Scheduling tab. Select this check box to allow students to register for the course
from the Student Portal. The Course Registration Begins and Course Registration Ends data
must be set on the marking periods in Setup > Marking Periods.

Schedule this Course first: Select this check box if this course should be scheduled first before
other courses when running the Scheduler for students who have a course request for this
course.

WNDIS OCP Hours: This field is for Post-Secondary education.

OCP: This field is for Post-Secondary education.

Course Sequence: This field is for Post-Secondary education.

CAPE: This field is for Post-Secondary education.

Subject: To change the subject a course is housed in, select a subject from the pull-down.

Grade Level(s): To limit this course request to certain grade levels at the school, select the
check box for each applicable grade level. If grade levels are selected, then the course will not
be available for selection for students not in those grade levels when adding course requests
unless the “Courses For All Grade Levels” option in selected on the Student Requests screen.
The course can also be added for the student on the Student Schedule screen.

Course Length: If the Course Length is not set in the Course Catalog, this field will default to
Automatic. This field is important for Requests Reports. If no sections are built when requests
are entered, courses with a Course Length of Automatic are considered as 1 unit when counting
requests. If the course is a half unit, such as Economics, then change the Course Length to 0.50
- Semester.

Allow Teachers to Request This Course: Select the check box to allow teachers to request this
course for students. Teachers are only allowed to request courses within their grad subject
area, unless Requests Subjects are set on the course. See below.

Requests Subject: This allows teachers to request a course outside of their grad subject area.
Select one or multiple grad subjects from the pull-down. Teachers of the selected grad subjects
are allowed to request the course.

5. When finished, click Save.

The new course is added to the Courses list for the subject.

+ Allow Students to Request this Course makes the course available for students to
request if the district has enabled the System Preference > Scheduling > Students
enter requests as of mm/dd/yyyy.

+ Allow Students to Request this Course needs to be checked at the Course level or on
the Master Schedule Report > Courses.
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+ Additionally, the profile permission to view Student Requests must also be enabled for
students.

+ Schedule this course first alerts the system to prioritize the Course for ALL students
with a request for the course when the Scheduler is run.

Moving Courses to a Different Subject

If the district has filed all courses in a Subject labeled All Courses, or a course was placed
into the wrong Subject, Courses should be moved to the appropriate Subject.

1. Click the subject in the Subjects list that currently houses the course. For example, some
districts have all courses initially set up in within an All Courses subject.

2. Click the course in the Courses list.

All Courses
All Courses Kindergarien
Tiie Snort Name Vocational Program Mumber Total Hours for Program
10 Subjects 7 Courses L

Subject Course Course Num
00-Kindergarten ADV ACAD: K-5 GIFTED F755040
01-First Grade | MUSIC - GRADEK | 5013060W
02-Second Grade OCCU THRPY: PK-5 TT63050
03-Third Grade OCCU THRPY: PK-5 TT63050
04-Fourth Grade SCIENCE GRADE OME 5020020W
05-Fifth Grade SPEECH THRPY: PK-5 TT63030
08-Prek STUDY HALLE 5022000W
07-SPEECH LANG +
08-ACCESS

o
+

3. Click the Subject pull-down and selected the appropriate subject in the pull-down.
4. Click Save.
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MUSIC - GRADE K List Students in this Course  List Unfilled Requests in this Course Search Copy Delete Save

5013060W MUSIC - GRADE K - = = = 0.0

Course fiumber Title Frerequisites 1 Frerequisites 2 Freregy 3 G Regi s Subject Graduation Requirements Subject 2 Graduation Requirements Subject 3 Gredits per Gourse History Term
~ ~ 0 NjA NjA
ilicin Stugents 1o Request mis Gowse Egfedule this Course firgr V01 DCF Hours qep Gourse Sequence GAPE angth iy Teachars 1o Request This Gourse

Requests Subject

The course is moved to the selected subject.

Moving Courses using the Master Schedule Report

Courses may also be moved to a different Subject using the Master Schedule Report.
1. In the Scheduling menu, select the Master Schedule Report.

2. Click the Courses tab.

Lizette Garcia ~ Focus High School - 0041 ¥ sIs
Select Student/Staff ¥ Master Schedule Report

Admin ¥ 2022-2023 Y 4th 9 Weeks ¥ m

¥ Sections Co-Teacher Sections Linked Sections Inclusion Sections
[ ] —
& Default =] Hide Florida Fields
C)
N Vo R oot WV e ] roso'e Cotumne [ pacesize: IECH
B
Subject 4 Title Course # 4 Total#of - Tofal¥of | & orequisites ® | Prerequisites 2 | Prerequisites3 » GradSubject®  Gr
ot ject § tle o ourse # U Se:t[ons: Requesis: Prereq y Prereq y Prerequisites3 0 Grad Subject | i
4 T 3 [Physical Education W)@ [BASKETBALL 2 | [1503315 |@ |0 0 [v) ] ¥ [Physical ... (¥ N/
= T3 [Exceptional Stud... [{) @ [PREP AD L1V [7963010 |@ |0 0 ] B [¥) [Electives [¥ N/
= T3 [SociaiStudies M@ [COMPRE LAW STUDIES | [2106370 |@ |0 0 = v ¥ [socialst... [¥] (Ni
& 71 |SocialStudies  [W)@ [AP EURO HIST [2109380 |@ |0 0 [¥] ] ¥ [socaist. [¥ N/
pe 77 [Electives @ [CRIT THINK ST SKLS | [1700370 |@ |0 0 [v] 2 [¥ [Electives ¥ N/
- T 3 [Pnysical Education [§) @ [POWER WEIGHT TRAIN 1 [1501410 |@ |o 4 welGHT ... [§] (weiGHT ... [§) (WeEiGHT ... [§] [Physical .. (¥ N/
T3 [Physical Education [MJ @ [INDIV/DUAL SPRTS 2 | [1502420 |@ |0 o [v] [v] [¥) [Physical ... [¥| N/
A\ 77 [Electives B @ [CAR RESAZDECI MAK [t700380 |@ |0 0 [¥] [v] [¥] [Electves ¥ N/
H T 1 [Physical Education [N @ [PERS FIT TRAINER | [1501380 |@ |0 0 WEIGHT ... [¥] (WEIGHT ... [¥] [¥ (Physical ... [¥ N/
ik 07 Practical Arts B® [ournz [1ooe31i0 |@ o 0 JOURN 1... [¥] (v [¥] [Practical.. (¥ ni
7 [Vocational [B® [InTROD TO HOS & TOUR | [B8s0ito |@ |o 0 2] ] ¥ (Vocational [¥ N/
.- - - " — — — —

3. Use the Filters to locate the applicable subject.
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Lizette Garcia  Focus High School - 0041 ¥ sIs

Select Student/Staff ¥ Master Schedule Report

Admin ¥ 2022-2023 ¥ 4th 9 Weeks ¥ m

s Sections Courses Co-Teacher Sections Linked Sections Inclusion Sections
a
& O | HideFloridaFields
(
B = o)
: (+] v [ |Dlib i (=] vl v[Q[ v Ol v O v| O v Q) v &
.’.‘

. R R Total#of  Total #of . . . .
” Subject 3 Title 4 Course # 4 Sections * | Requests & | P 4 Prer 2% Prer 34 GradSubjects
& 73 Math B © |8 ARTS MATH 1 || 12073008 @ |0 0 ] ] ¥ Matnh B (i
8 3 (Man B © B ARTS MATH 1 || 12073008 @ |0 o v 2 [¥) Math Ml
& T3 [DualEnroliment  [W)@ [LIBERAL ARTS MA | MGF1106 |@ |0 0 v v [¥) Math B
@ 1 Math B© [UBARTS MATH 1 || [f207300 |@ |2 0 ) v ¥ Math = [
- T3 [Exceptional Stud... [} @ [ACCESS LIB ARTS MATH | [7912070 |@ |1 0 v ¥ [¥) Math | N
=~

4. Select the applicable Subject from the corresponding pull-down.
Sections Courses Co-Teacher Sections Linked Sections Inclusion Sections

© v| @ oL viol o[ ve[ v

Total # of Total # of

Subject | Title | Course # : Sections 4 | Requests 3 Prerequisites |
"7 Math M © [uB ARTS MATH 1 || 12073008 @ |0 0 ™
L3 [Math B © [Lie ARTS MATH 1 || 12073004 @ |0 ] L
¢ 3 (DualEnroliment [W)@ [LIBERAL ARTS MA | [MGF1106 |@ |0 0 =
"7 [Math B © LB ARTS MATH 1 || 1207300 |@ |2 0 L]
[] [ACCESS LIB ARTS MATH | [7912070 |@ |1 0 L2

When changes are made to individual fields, changes save automatically.

Deleting Courses

Courses that are no longer being offered can be deleted as long as there are no sections in
the Course.

1. In the Scheduling menu, select Courses & Sections.
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2. Click the subject in the Subjects list, and then click the course in the Courses list.

Electives
Electives EL
Titte Shart Name ‘iocational Program Number Tatal Hours for Program Required Percentage of Hours Attended
14 Subjects 17 Courses

Subject Course Course Num
Dual Enrollment AVID 1 1700390
English AVID 3 1700410
Exceptional Student AVID 4 1700420
Math DEV LANG ARTS ESOL 1002380
No Credit EXEC INTERN 1 0500300
Performing Fine Arts EXEC INTERN 2 0500310
Physical Education EXEC INTERN 3 0500320
Practical Arts INTENS READ 1000410
Science INTENS READ 1000410A
Social Studies LEAD SKLS DEV 2400300
Temp LEAD TECNQS 2400310
Vocational PEER COUN 1 1400300
World Languages PEER COUN 2 1400310
+ EEER COUN 3 1400320

I PEER COUN 4 I 1400330

PERS CAR SCH DEV 1 0500500
+

3. At the top of the screen, click Delete.

PEER COUN 4 List Students in this Course  List Unfilled Requests in this Course Search Copy Save
1400330 PEER COUN 4 LEAD SKLS DEV - 2400300 LEAD TECNQS - 2400310 PEER COUN 1 - 1400300 Electives - - 05

Course Himber Title Praraquisiss T Breraquisiias 3 Fraraquisiies 3 Graduation Requirements Subject &i Subject 2 Gr Subject 3 Cradits per Course History Term

& X 0 N/A N/A Electives - Automatic

“Aiidw Students to Request inis Gourse S¢haduls this Coursa first OIS OCP Hours oep Course Sequence CAPE Subject  Grade Level(s) Gourse Lengin iy Teachers to Request This Course FRequests Subject

@ A warning message will display instructing you to delete the sections first if there are
sections set up within the course.

4. In the confirmation window, click Delete.

The course is removed from the Courses list.

Options for Entering Student Requests

Focus has several options for entering student course requests. Schedulers can enter
course requests for students individually or by mass adding requests to groups of students.
There is also an Automatic Course Requests feature that allows districts and/or individual
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schools to automatically push out requests to a specific subset of students. Additionally,
there are system preferences and permissions that can be set to allow students to enter
their own requests for courses and to allow teachers to enter requests or approve courses
requested by their scheduled students.

Overview of the Student Requests Screen

Schedulers should be familiar with the options and features on the Student Requests screen
regardless of which method is used to populate the requests.

1. In the Scheduling menu, click Student Requests.
2. In the Search Screen, enter search criteria to locate the student and click Search.
3. In the search results, click the student's name.

Requests displays the number of course requests entered that have no elective priority or have
an elective priority of 1.

Alternates displays the number of course requests that have an elective priority of 2 or higher.
These will only schedule when a course with priority of 1 cannot be scheduled.

Credits: Counts credit for courses that award high school credits as designated in the Course
Catalog (FL, other states) or CO22 (TX); disregards alternates.

Units calculated based on the Course Length as set in the Course Catalog (if used). Should
equal the number of requests needed for a full schedule based on the number of periods used
for scheduling and whether the courses are full year/semester.

Auto--Schedule this Student is used to push the requests to the student’s schedule.

Include Inactive displays requests entered at a second school if the student is co-enrolled or if
the requests were entered while the student was previously enrolled at another district school.

Courses for All Grade Levels: If courses restricted to specific grade levels need to be available
for this student, select this check box to display all courses for selection.

Prior Primary School shows the Year, School, and Grade for the previous school year. Can be
used to sort requests for middle schoolers entering high school or 5th graders entering middle
school.
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Approved by Counselor: Visual check for counselors that the student’s requests have been
reviewed and approved.

Locked for Students: Only used when students are able to enter requests. Schedulers can lock
the screen for students but still be able to add requests.

Delete icon is used to remove a single request.
Delete check box is used to remove multiple requests at once.
Course pull-down: Enter course title or number to locate courses to request.

Credits: This is a read-only field. The credits for the course will auto-populate after adding the
request if defined in the Course Catalog.

Florida: If there is a value in the Total Credit column in the Course Catalog for that school
year, that value will display. If there is no value in the Total Credit column, then the value in
the Credits per Course column will display (which pulls from the Course Code Directory for
that school year). If there is no value in either the Total Credit column or the Credits per
Course column, and there are no records for that school year in the Course Code Directory,
then it will look to the Course Code Directory of the previous school year for a value. If there
is no value found anywhere listed, then the request will display as O credits.

Texas: If there is a value in the Total Credit column in the Course Catalog for that school year,
that value will display. If there is no value in the Total Credit column, then the value in the
C022 for that school year will display. If there is no value in either the Total Credit column or
the C022 for that course, and there are no records in the C022 for that school year, then it
will look to the C022 of the previous year for a value. If there are no values found anywhere
listed above, then that request will display as O credits.

Other states: It will only refer to the column Total Credit in the Course Catalog. If there is a
value for that course in that school year, it will display that value next to the student request
record. If there is no value, then the request will display as 0 credits.

Course # displays automatically once a course has been selected from the pull-down.

Schedule First: Select the check box if the Scheduler should attempt to schedule this request
first before all other requests not marked as “Schedule First."

Elective Priority: Enter the elective priority for the request for elective courses. Entering a 1
ensures the elective is scheduled at the same level as core courses. Electives with a 2 or higher
will only be scheduled if the course with an elective priority of 1 is not scheduled. Leaving the
elective priority blank indicates the course is a core course or an elective course where you do
not want an alternative to be scheduled, but if this is left blank, then alternative requests will
not be looked at.

Term: If a student will not be enrolled for the full length of the course, select the Term. For
example, this may be used if the student only needs one semester of a full year course.

Inclusion: Select the Inclusion check box if the student needs to be scheduled into an inclusion
section as well as the primary section. When the student is scheduled, the system will look for
sections that were set up with an inclusion section in Courses & Sections, and will only schedule
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the student into the section with an inclusion section attached. If there are no inclusion sections
attached to the primary section, the student will not be scheduled into the course.

With Teacher and/or Without Teacher: If the student should be scheduled with or without a
certain teacher, make the appropriate selections. Selections can only be made if sections have
been created.

With Period and/or Without Period: If the student prefers to take the course during or not
during a specific period of the day, make the appropriate selections. Selections can only be
made if sections have been created.

Note: Invalid period options will display with an asterisk. For example, if a request was
entered for a student with Period 3 selected in the With Period column, and later on the
period 3 section was moved to a different period making period 3 no longer a valid option,
*Period 3 will display in the With Period column for that request.

Approved By Teacher: This is a read-only field. When using the Teachers approve course
requests functionality, enabled by the system preference, this check box will be selected to
indicate that the teacher approved the course request. If the Teachers approve course requests
functionality is not enabled in System Preferences, this column will not display.

Last Modified: This is a read-only field that displays who last modified the course request, and
the date and time.

ACR: This is a read-only field that indicates if the course request was added by the Automatic
Course Requests function.

Quick List pull-downs are used to select course requests organized by Graduation Subject.

Save is used to save and display the Quick List selections to the requests table above.

Automatic Course Requests (ACR)

Courses can be mass added to a specific group of students by the district or individual
schools via the ACR feature. Automatic Course Requests can be rolled from one school year
to the next for all schools or for individual schools.

1. In the Scheduling menu, click Automatic Course Requests.

District users will see two options on the Automatic Course Requests screen for running ACRs
on the District Requests tab:

* Run Course Requests for Current School
* Run Course Requests for All Schools

2. Click the applicable tab.
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School-based users, dependent upon district preferences, may see Run Course Requests for
both the District Requests tab and the School Requests tab.

Create ACRs

1. In the Scheduling menu, click Automatic Course Requests.
2. Click the District Requests or School Requests tab.

3. Enter a Title for the course request in the blank row.

4. Click the Search Terms field.

5. In the pop-up window, enter search criteria to locate the students who will be given this
course request. For example, if students enrolled in English 1 Honors last year will be given a
course request for English 2 Honors, click the Scheduling category and select English 1 Honors
in the Scheduled into Course(s) Last Year field.

6. Once the search terms are entered, click Set Search Terms.
The search terms entered are displayed in the Search Terms field.
7. Select the Courses to request. One or multiple courses can be selected.

8. Enter a number for the Priority. When multiple course requests are run at the same time,
the priority determines the order in which they are run. A request with a 1 will run before a
request with a 2, and so on.

9. When finished entering the course request information, press Enter.

The course request is added to the table and is auto-saved. A new, blank row is displayed at
the bottom of the table for adding additional course requests.

Run Course Requests for Current School (1§ Run Course Requests for All Schools

[JOnly runfor studentswithoutrequests

[ oF |

O | Tide § Search Terms § Courses § Priority §

== [ | | Eng 1 Honors to Eng 2 Honors into Course(s) Last Year: 1001320 - ENG HON 1 1001350 - ENG HON 2 i

L ]l | =i

Manually Running School or District ACRs

At a time determined by the district or school-based users, the requests can be manually
pushed to the eligible students for the school showing in the school pull-down or for all
schools if it is a district-created request and the user has profile permission to multiple
schools.
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With either district or school request options, schedulers can select the check box Only run
for students without requests, which will only run for students that do NOT have requests,

to prevent duplicating requests after an ACR has been run for the first time.

1. In the Scheduling menu, click Automatic Course Requests.

2. Click the District Requests or School Requests tab.

3. Select the check box(es) for the ACRs.

4. To run course requests for the current school only, click Run Course Requests for Current
School. To run course requests for all schools in the district, click Run Course Requests for All

Schools.

A pop-up window is displayed indicating the number of students who had requests entered
for each course and the list of students. It will also indicate if the course does not exist for a
school. The pop-up may contain a pull-down to select the specific course request that will be

added to students for each applicable school.

5. To delete the requests for students, select the check box next to each student, or select the

check box in the column header to select all students in the list.

6. Click Delete Selected Requests.

Warning: Courses require completion at t¥

Schedule Requests created for 9 students for ENG HON 2

s
|
|
|
o |
|
o |

a
/]
/]
/]
a
a

Student Id

00024019

00070673

00023804

00023675

00052970

00059053

00072611

00054433

00063305

Student Name

Atencio, Michael

Barnett, Raymond A
Brown, Justine Ethan
Burkhardt, Alison James
Collado, Licia Alejandro
Green, Alidia Ralph

Lara, Hazel A

Townsend, Alison Kathryn

Velasco, Vivian Avery

Course Name

ENG HON 2

ENG HON 2

ENG HON 2

ENG HON 2

ENG HON 2

ENG HON 2

ENG HON 2

ENG HOMN 2

ENG HON 2

Course Short Name 1001310 Does Not Exist for Home Educated Students - N938
Course Short Name 1001310 Does Not Exist for John McKay Scholarship - 3518
Schedule Requests created for 30 students for ENG 1

Student Id

ooo32021

Student Name

Abrego, Bertha

Course Name

Course Setup and Requests
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@ Once the pop-up is closed, the only way to view the students that received the
requests is on the Requests by Course Report, as shown in a section below.

0 If students need to be removed after this window is closed, the students will need to
be dropped individually or en masse via Mass Requests.

7. To select the specific course request that will be added for students at certain schools, select
the course in the pull-down beneath the school name and click Complete when finished.

Please choose from the following drop downs to complete the request

Focus West High School - 0101 Focous Center - 0106
ENG 1 (English) (1001310P) ENG 1 (All Courses) (1001310B)

Complete

Mass Requests

The Mass Requests screen is used to mass add course requests to a group of students. You
can search for students using a variety of criteria. For example, you can search for students
who were scheduled into English 1 Honors last year and add a request for English 2 Honors.

@ Courserequests can also be mass added to student using Automatic Course Requests.

o Be sure the school year selected at the top-right corner of the screen is the year that
you are scheduling requests, i.e. the next school year.

1. In the Scheduling menu, click Mass Requests.
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2. On the Search Screen, click More Search Options and enter the search criteria to locate the
group of students. For example, if searching for the students who were scheduled into English 1
Honors last year, click the Scheduling category and select English 1 Honors in the Scheduled
into Course(s) Last Year pull-down.

3. When finished entering the search criteria, click Search.

4. At the top of the screen, click the Choose Course link.

Drop Reguest(s) to Selected Students Add Reguest(s) to Selected Students

Aeauess) o o Gooss Caurse |

Inclusion

Elective Priority

With
Teacher  N/A <]
Period | N/A g
Without
Teacher N/A | <]
Period | N/A g
Search Screen | Simple List Customized List
Scheduled into Course(s) Last Year: 1001320
121 Students | Search
Photo Student Student ID Grade
L - -
‘.‘ " Agosto, Kurt Grace A 00059125 10
e,
| -—- ...
u Aguayo, Dylan Chrystel MagpanlayE A 100073691 10

5. In the pop-up window, click the subject and course to request.

The selected course is displayed next to Request(s) to Add at the top of the screen.

S ENG HON 2
Requestis) to Add + Choose more Courses

Inclusion
Elective Priority
With
Teacher NJjA <
Period N/A [
Without
Teacher NjA <)
Period N/A [

6. Click the Choose more Courses link to add more course requests if needed.
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For parent/child linked courses, only the parent course needs to be selected. Students
will be scheduled into the parent and child sections once the Scheduler is run.

7. If the wrong course was selected, click the red X next to the course.

8. Select the Inclusion check box if all the students from the search criteria need to be
scheduled into an inclusion section as well as the primary section of the course.

#\ENG HON 2
Request(s) to Add + Choose more Courses

~Inclusion
Elective Priority
With -
Teacher MNjA <
Period NA [
Without -
Teacher N/A <)
Period NA [

When the students are scheduled, the system will look for sections that were set up
with an inclusion section in Courses & Sections, and will only schedule the students
into the section that has an inclusion section attached. If there are no inclusion
sections attached to primary sections, the students will not be scheduled into the
course.

@ Be careful that you only select the students in the list that need both the inclusion
section and the primary section of the course. You will need to do a separate search
and mass request for students who do not need inclusion.

9. If applicable, enter the Elective Priority.

Entering a 1 ensures the elective is scheduled at the same level as core courses. Electives
with a 2 or higher will only be scheduled if the course with an elective priority of 1 is not
scheduled. Leaving the elective priority blank indicates the course is a core or non-elective
course, but if this is left blank, then alternative requests will not be looked at.
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10. If applicable, select teacher and period restrictions in the With and Without Teacher and

Period pull-downs.

% ENG HON 2
Requastis) to Add + Choose more Courses

Inclusion
Elective Priority
With
Teacher N/A <)
Period N/A [
Without
Teacher N/A <)
Period N/A [

Restrictions can only be set if sections have already been created for the new school

year.

11. Scroll down to the student list. Select the check box next to each student for which this

request will be added. To select all students in the list, select the check box in the column
header.

12. Click Add Request(s) to Selected Students at the top of the screen.

Course Setup and Requests
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Drop Reguest(s) to Selected Students I Add Request(s) to Selected Students I

#ENG HON 2
Request(s) 1o Add + Choose more Courses

"I Inclusion

Elective Priority
With
Teacher  Ni&
Period | NjA
Without
Teacher N/A
Period | NjA
Search Screen Simple List Customized List
Scheduled into Course{s) Last Year: 1001320
121 Students [} 121 Selected Search
Photo Student Student ID Grade

A green check mark and confirmation message is displayed, indicating the course request
has been added to the selected students.

Mass Drop

To drop a select group of students’ requests, follow the same directions provided for Mass
Adding a request. If a new mass request is going to be added, add the new request before
doing the mass drop.

1. In the Scheduling menu, click Mass Requests.

2. On the Search Screen, click More Search Options and enter the search criteria to locate the
group of students. For example, if you need to drop the course request for English 2 Honors for
students who have this course request, click the Scheduling category, and select English 2
Honors in the Requested Course(s) pull-down.

3. When finished entering the search criteria, click Search.
4. At the top of the screen, click the Choose Course link.
5. In the pop-up window, click the subject and course to drop from the students' requests.

The selected course is displayed next to Request(s) to Add at the top of the screen.
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6. Scroll down to the student list. Select the check box next to each student to drop this request.
To select all students in the list, select the check box in the column header.

7. Click Drop Request(s) to Selected Students at the top of the screen.

I Drop Reguest(s) to Selected Students I Add Reguest(s) to Selected Students
Request(s) to Add A ENG HON 2

+ Choose more Courses

" Inclusion

Elective Priority
With
Teacher MN/A
Period  N/A
Without
Teacher MN/A
Period  N/A
Search Screen | Simple List Customized List
Scheduled into Course(s) Last Year: 1001320
121 Students |} 121 Selected Search

Photo Student Student ID Grade

A green check mark and confirmation message is displayed, indicating the course request
has been dropped from the selected students.

Individual Student Requests

Scheduling staff and/or administrators can enter individual student requests on the request
screen. If moving from a legacy system to Focus, requests may be imported to this screen.

1. In the Scheduling menu, click Student Requests.
2. In the Search Screen, enter search criteria to locate the student and click Search.

3. Click on the student’s name from the search results to open the individual Student Requests
screen.

On the Student Requests screen, there are two options for entering the requests:

* From the Course field pull-downs at the top or
* From the Quick List below the requests table
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Add Requests: Top Course

1. In the Scheduling menu, click Student Requests.
2. In the Search Screen, enter search criteria to locate the student and click Search.

3. Click on the student’s name from the search results to open the individual Student Requests
screen.

4. To add a request for a subject area, select the course from the pull-down. One or multiple
courses can be selected.

Lizette Garcia = Focus High School - 0041 ¥ sIS

Student Requests

Admin ¥  2022-2023 ¥ 4th 9 Weeks ¥ m
Demographic  Enroliment  Schedule Requests Grades Absences Activities Referrals :Iei:ttqry #rua‘?lit Grad Files SSS Choice Billing
a uto-S [include Inactive [ Courses For All Grade Levels
0 Requests And O Alternates Prior Primary School: 2021-2022 (Grade 10) Focus High School - 0041
0 Credits And 0 Units
| D Approved by Counselor: [ Locked for Students: [
B = o)
o O Course § Credits § Course# & gicr:fd."'le EE;::::. Term § Inclusion § | With Teacher Without Teacher With Period §  Without Period §  App
¥ v
= v | o | | 0 L] i) K] M
- Q, Filter...
Sl "¢ 2 Reavest 5 1 sTUDIo ART 1 (0101300) e
& 21 Requiremen 2-D STUDIO ART 2 (0101310)
— Subject 2-D STUDIO ART 3 HON (0101320) Course / Elective Priority
- English 3-D STUDIO ART 1 (0101330) .
3\ 3-D STUDIO ART 2 (0101340)
- e 3-D STUDIO ART 3 HON (0101350} L7}
H
Seience ACCESS ALGEBRA 1A (7912080) .
db . ACCESS ALGEBRA 1B (7912090)
Equally Rigorous .
ACCESS BIOLOGY 1 (7920015)
World Historn -
Q @ Help &l Logout

5. Press the Enter or Return key to save the selection and create another set of course fields.

6. Once the course selections have been made, click Save.

Add Requests: Quick List

1. In the Scheduling menu, select Student Requests.
2. In the Search Screen, enter search criteria to locate the student and click Search.
3. In the search results, click the student's name.

4. To add a request for a subject area, select the course from the pull-down. One or multiple
courses can be selected.
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Add a Request: Quick List

21 Requirements
Subject Course / Elective Priority

English
Math
Science

Equally Rigorous course that counts for Science credits

HEEEE

World History (

US History Q, Filter...

American Government Check all Clear (0/3) () Exact filter

Economics ACCESS WORLD HISTORY (7921027)
@ AP WORLD HIST:MODERN (2109420)
[ WORLD HIST (2108310) ]

Algebra 1

Y Help -1 Logout )

5. For electives, enter the Elective Priority.

World Languages

Approved Practical/ Performing Fine Arts
Practical Arts

Physical Education

Hope

Vocational

Exceptional Student

3-D STUDIO ART 2 (01013...
Electives SOCIOLOGY (2108300)
AVID 2 (1700400)

2]

.i

€

Social Studies Electives

No Credit

Entering a 1 ensure the elective is scheduled at the same level as core courses. Electives with
a 2 or higher will only be scheduled if the course with an elective priority of 1 is not
scheduled. Leaving the elective priority blank indicates the course is a core or non-elective
course, but if this is left blank, then alternative requests will not be looked at.

6. To enter an additional elective course request beyond the spaces provided, click the green
plus icon and enter the additional requests.
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Practical Arts
Physical Education
Hope

Vocational

Exceptional Student

3-D STUDIO ART 2 (01013... [¥)

SOCIOLOGY (2108300)

M
AVID 2 (1700400) [v]
BAND 1 (1302300) B |

Ll

[v]

Electives

Social Studies Electives

No Credit

@ Some schools will have an Elective category with only one pull-down available, but
multiple courses can be selected in the pull-down. Once the requests are saved, the
elective priority can be added at the top of the screen.

7. Once the course selections have been made, click Save.

The course requests are added to the table at the top of the screen.

Scan Requests via Barcodes

A barcode scanner can be used to add course requests. In the blank row at the top of the
screen, click the Course pull-down and then scan each course number one by one. The row
is automatically submitted and saved after scanning each course number.

1. On the Requests screen, click the Course pull-down.

2. Scan the barcodes for each applicable course. Entries will auto-save.
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bcan Sheet for 10™ grade Student Requests

World History

2109310

English 2

1001340

3. Make sure not to scan too quickly, and that the field is outlined in blue.

ﬂ % Abe, Charlie Noel

Demographic  Enroliment

[}
& 2 Requests And 3 Alternates
0 Credits And 0 Units

2

Student Requests

Schedule Requests Grades

| CERS) G o

%

edule | Elective

Absences

Activities  Referrals

Lizette Garcia  Focus High School - 0041

¥ | sis

Admin ¥ 2022-2023 ¥ 4th 9 Weeks ¥ m

Test Audit Grad Files SSS

History Trail

| Auto-Schedule this Student | [ Include Inactive [ Courses For All Grade Levels

Prior Primary School: 2021-2022 (Grade 10) Focus High School - 0041

Approved by Counselor: () Locked for Students: [

Billing

0 Course & Credits & Course# 4 ?.‘fﬂg Priority 4 Term s Inclusion & | With Teacher Without Teacher WithPeriod & Without Period & App
b v Y B B C v ¥ W v
- =|0 WORLD HIST (2109... [§) ELEEE O E O ] v [v] ||
o | |= s0sTUDOART2 (.. 1) e AP W O v ¥ 0® ®
L =0 SOCIOLOGY (21083... [i) 208001y B O [v] [v] [v] B

Q If a request has already been saved for a course, the student is currently scheduled
into a course or the student has already earned credit, a warning message displays
stating that there is a conflict.

+ Click Cancel to return to the Requests screen.
+ Click Continue for the request to be added if the student has to repeat the course or
the student can take for multiple periods/credits, i.e. OJT or Study Hall.
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Setting Elective Priorities

Elective Priorities allow schedulers to add a numerical value to electives to indicate if and in
which order an alternate elective should replace an elective that was unable to be
scheduled. Elective Priorities should only be used:

* If the scheduler wants the system to look for and schedule an alternate for a selected
elective course.

« If the scheduler just wants to indicate alternates but not have them to schedule.

A Listing multiple elective alternates in excess of what is needed for the student to have
a full schedule, without entering priorities, will inflate the demand for those courses.
This will lead to inaccurate Builder Reports, which are used to determine the number
of sections needed for a course.

Elective Priority is entered at the top of the student’s Requests screen.

Demographic  Enrollment  Schedule Requests Grades Absences Activities Referrals :E:ltory ?rI:illﬂ Grad Files §SS5 Choice Billing

Auto-Schedule this Student ] [inelude Inactive (| Courses For All Grade Levels

2 Requests And 3 Alternates Prior Primary School: 2021-2022 (Grade 10) Focus High School - 0041
0 Credits And 0 Units
Approved by Counselor: [ Locked for Students: [
 Fiter: I
O Course 4 Credits * Course# 4 Ef,,“,:%"e E'rfgf,'lrf: Term & Inclusion % ' With Teacher Without Teacher Wit Period & Without Period & | App
2109310 r -

_ ] e O [ B O [ K] [¥ 2]
= 0  (WoRwDHisT@10s.. [§) e O | = B - J— ®
= O  (30sTuboaT2(..[§) e o |l B o B ® ki B

2108300 .
= 0 SOCIOLOGY (21083... [¥) O | B O [¥ M [ i3]
= 0 (a2070i00 [§) aar- S = ER B o v ® v »
1302300
=|0 BAND 1(1302300)  [¥) @ O |4 B O [¥) ™ v ™
e ——

Example: Student needs 2 electives to have a full schedule:

+ Spanish should not be replaced by alternates, so there is no Elective Priority entered.

+ 2-D Studio Arts 2 is needed but the 1 indicates it can be replaced by an alternate.

+ Band 2 will be the first alternate considered to replace 2-D Studio Arts 2 if it can’'t schedule.
+ Chorus 1 would be the second alternate considered if Band 2 couldn’t schedule.
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Test Audit

Demographic  Enr Grades Absences Activities Referrals History Trail Grad Page Files SSS Choice Billing |Search...

Auto-Schedule this Student | Clinelude Inactive I Courses For All Grade Levels

7 Requests And 2 Alternates Prior Primary School: 2022-2023 (Grade 10) Focus High School - 0041
7.00 Credits And 7.00 Units

Approved by Counselor: [ Locked for Students: [

O Course § Credits§ Course # $ ?fr::';"'e :L?:,:'t':e Term $ Inclusion 4 With Teacher Without Teacher With Period # Without Period § Appro

[ [E—— ] | o C_ . mo | LI B LI ]
= 0 10 OB o — ] t m W | i L]
=0 o SO — [ W W B ]
=0 Lo MO o O mo ( B i | Il ]
=0 1.00 2000310@ O [ mo ( L M | N [
= 0 10 TS O —— ( B W i ]
=D o PERGo B E— = [ W B W .
= 0 R =R —— =] { L/ W | i L]
=0 e = A T — = ( D W B B
=0 o ERL O — ( B | B B L]

@ Please see the Elective Priority Addendum section for more details.

Deleting Requests Individually

1. Click the red minus sign to the left of the request.

Test Audit ISP
D aphic  Enr 1 Grades Absences Activities Referrals [58 RO Graa S Files $88  Cholce Billing
Auto-Schedule this Student | Dinclude Inactive [ Courses For All Grade Levels
7 Requests And 2 Alternates Prior Primary School: 2022-2023 (Grade 10) Focus High School - 0041

7.00 Credits And 7.00 Units
Approved by Counselor: ] Locked for Students: [

O Course & Credits 4 Course # # ?fr';:';“'“ E::::::;# Term$ Inclusion 4 With Teacher Without Teacher With Period # Without Period § Appro

| [E— ]| \ o [ mo [ I B B ]
== 1o TEEG i — = ( W | B B B
=0 1o OO . mo ( | i i B ]
= O 1o SO [ — = ( W | B N B
=D wo GO .C—mo [ W L W | l
=0 w TG 0 — [ m i W m
=0 o PRS0 [ — = ( D W B B
=0 w  MP0e 0 1 MmO ( W | B B B
= O e = T m— s ( W | B M | B
= O T e = R T e Ju! ( ] B N B
L ___________________________________________________________________________________________________________________]

2. In the confirmation message, click OK.
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Students Entering Requests in the Student Portal

If students are allowed to enter their own course requests, students will do so from the
Class Requests screen in the Student Portal. This procedure documents the student point of
view when entering course requests.

Focus will review a student's grade history and schedule to determine prerequisite
requirements.

1. If a student is entering a course request for the next year and is currently scheduled
into the prerequisite course this year, Focus will assume the student will pass the
course and meet the requirement. The student will not need a grade history record
present.

2. For a grade record to meet the prerequisite, the student must have earned credit
(i.e., the Credits Earned field cannot be 0), and the grade record must be flagged for
Course History.

If the district leverages extra characters on course numbers, the system will match the
course numbers exactly. For example, if the prerequisite is entered with an 8-digit
course number, Focus will match the full 8-digit course number when comparing
schedule and grade records. However, if the district enters a prerequisite with a 7-digit
course number, Focus will only match the first 7 digits.

1. As a system admin, in the Users menu, click Profiles.

2. Select Menu from the Permission Type pull-down, select Student from the Role pull-down,
and select the applicable profile from the Profiles pull-down, such as Students.

3. Click the My Information tab, and select the Class Requests check box.
4. In the Setup menu, click System Preferences.

5. Click the School Preferences or Default School Preferences tab, then click the Scheduling
tab.

6. Enter a date for the Allow students to enter course requests starting setting.

7. As the Admin and in the NEW school year, go to the Scheduling menu, and select the Master
Schedule Report. Click the Courses tab.

8. Select the Allow Students to Request check box to allow students to request the course.
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Select Student/Staff ¥

Master Schedule Report

Lizette Garcia

Admin

Focus High School - 0041 ¥ sis

Allow Students
toRequest §

(< I < A < By < B <

<<

(<< W<

Default =

Allow Teachers

Oo0uoo0ouoobgobgobdg

O000O000o0goo

¥ 2022-2023 ¥ 4th O Weeks ¥ m

Hide Florida Fields

Grade Levels |

Schedule This
to Approve Requests | Course First |

10, 11, 12
10, 11,12
10, 11, 12

10, 11, 12

12

5
- Sections Courses Co-Teacher Sections Linked Sections Inclusion Sections
-
Pege 1 ]/ 11 [ Next: ] [Fitcer: T3 Toggle Columns [l page size: IETN
e -
b o Title & c 4t Credits Per

ot ject | tle OUrses y Course History Term
4 2 |Physical Education [¥) @ [BASKETEALL 2 | [1503315 |@ |05
L] T3 [Exceptional Stud... [{} @ [PREP AD LIV [7963010 |@ |05
= 2 [SocialSwdies  [W)@ [COMPRE LAW STUDIES | 2106370 |@ |05
& 77 [Social Studies B ©® AP EURO HIST [2109380 |@ |05
e T3 [Electives @ [crIT THINK ST SKLS | [1700270 |@ |05

T3 [Physical Education [¥) @ [POWER WEIGHT TRAIN 1 [1501210 |@ |05
LF I

T3 |Physical Education [ @ [INDIV/DUAL SPRTS 2 | [t502420 |@ |05
A\ T Electives B ©® [cAR RESAGDECI MAK [1700380 |@ |os
i © 2 [Physical Education W) @ [PERS FIT TRAINER | [t501380 |@ |05
ik T 7 | Practical Arts B©® [ourn2 [toos310 |@ |05

T Vocational [E© [INTROD TO HOS & TOUR | 850110 |@ |05

rY (= " R [ A |

Y Help -] Logout

Any courses that the district allows students to request are entered on the student’s Class
Requests screen. Student requests can be limited to electives.

Student View

1. In the Students menu, select Student Info.

2. Conduct a student search.

3. Click the Log in as icon to log into Focus as the selected student.
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ﬁﬁlj x Abe, Charlie Noel

15879 - 10 A""E"

Student Info

Lizette Garcia

Admin

Focus High School -

0041 ¥ s5Is

¥ 2022-2023 ¥ 4th 9 Weeks ¥ m

‘ Enrollment Schedule Requests Grades Absences Activities Referrals Test History Audit Trail Grad
& Files 555 Choice Billing
D .
Filter fields... = E Il General Demographics Print a Form/Letter v
AF
ot n Primary Info Laptop Issue Laptop Serial
Date Number
;| W sos
<4 Acknowledgement Application
& n Address of Admissions... Complete
. Addresses & Contacts Parent Ona ONo @ Yes Parent Notes to
= Requirements... Admissions
& Admin Notes 4 lunderstandthat [ Social Security
j m Application Courses | am responsibl...
“ ) Isyourchild O Oves Willyour childbe  Ona ONo O ves

tah fste currently being... attending Focus...
- m Behavior Screening Grade-levels . Previously [

Previously... Retained
: n Classified
.
i E Controlled School Choice Violation of the Law Explanation:

Counselor Motes [ |

Q ¥ Help &l Logout

4. Click Class Requests.

Portal

School Information
My Information
Change Requests
Preferences
Calendar

Request Conference

Class Schedule

Class Requests

ORRBE*>Fiiessmeoca

® Messenger

Grades
Progression Plan
Portfolio

Grad Reqgs

Test History

Test History Report

Standard Grades

(= Logout

Any requests already entered by administrative staff, teachers, or the student will be displayed
in the table at the top of the screen. Requests entered by administrative staff or teachers will be
locked from editing by the student.
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2 Requests And 0 Alternates
2.00 Credits And 2.00 Units

 ritter: LI

Approved by Counselor: No Locked for Students: No

O Course § Credits § Course # § EI::J::::;G Term § With Teacher Without Teacher With Period § Without Period § Approved By Teacher § Last Modified §
[ B | [—] |
N ‘Weiss, Ashle:
ENG 2 (1001340) ¥ 1.00 w0130 [ ] Mar 08, 2023 10:44 AM
S ‘Weiss, Ashle:
GED (1206310) ¥ 1.00 1206310 [ ] Mar 08, 2023 10:45 AM

Students can enter requests in the table at the top of the screen or by using the Quick List at
the bottom of the screen. The Quick List is organized by graduation subject. If any requests
have already been entered for a graduation subject, a green check mark will display next to the
subject.

5. To enter requests using the Quick List, select a course from the pull-down next to the
graduation requirement.

Add a Request: Quick List

21 Requirements
Subject Course / Elective Priority

English &
Math

Science

Equﬂ"‘y Higﬂrﬂus course that counts for Science credits

World History

US History [[us HisT 2100310)

American Government

Economics

Algebra 1

Geometry Q?
Biology

World Languages

Approved Practical/ Performing Fine Arts

Practical Arts

Physical Education

Hope

Vocational

S S SSSSFSSSSSS S ESEES

Exceptional Student

6. For electives, enter the Elective Priority in the field next to the course pull-down.

A priority of 1 ensures the elective is scheduled at the same level as courses without a number.
A priority of 2 or higher will only be scheduled if a course with an elective priority of 1 could not
be scheduled. Leaving the priority blank indicates that this is a core or non-elective course. If
this is left blank, than alternative requests will not be looked at by the system.
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BAND 1 (1302300)

Electives THEATRE 1 (0400310)

7. If an additional elective needs to be requested beyond the three spaces provided, click the
green plus icon.

BAND 1 (1302300) ]
Eleciives THEATRE 1 (0400310}
2-D STUDIO ART 1 (01013... [Wj[3 |

8. Select the course from the pull-down and enter the Elective Priority.
9. After entering the requests in the Quick List, click Save.

If an error is encountered, such as the prerequisites for a requested course have not been
taken, a pop-up window will display with the error.

10. Click Cancel to close the message, and then change the request that caused the error. Click
Save.

Once there are no errors, the requests are added to the table at the top of the screen.

11. To add requests to the table at the top of the screen, select the Course to request in the
blank row.

12. For electives, enter the Elective Priority.

6 Requests And 3 Alternates
6.00 Credits And 6.00 Units

I OFF |
[ Course § Creditsy Course # y ELT:::::# Te
3-D STUDIO ART 1 (010... 0101330
ENG 2 {1001340) ¥ 1.00 1001340
GEQ {1206310) ¥ 1.00 1206310
= [ INTRO TS MARINE [(OC. .. 1.00 ocgiogop
= [ AP SPANISHLIT & CU (... 1.00 oyos40.

13. Press Enter to add the request.
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14. To modify a request entered by the student, select a different Course or change the
Elective Priority. The rest of the fields cannot be edited by the student.

6 Reguests And 4 Alternates
6.00 Credits And 6.00 Units

Eoor LY

& Y " Elective
] Course y Creditsy | Course # y Priority 4 Te
= | [ |3-D STUDIO ART 1 (010... il 0101330
culinary -0

CULINARY ARTS 1 (8800510) 0

CULINARY ARTS 2 {8800520)
= CULINARY ARTS 3 {8800530) 00

CULINARY ARTS 4 {8800540)
= ) Finanecial Algebra (1200387) 0 et et
- O AP CALCULUS BC {1202320) 0 1

AP CALCULUS AB (1202310) L
= PRE-CALCULUS HON (1202340) 0 2

SELF-DETERMINATION ({T963140)
= ] INTRO TO MARINE {OCB1000) 0 3
= [ MUSIC THEATRE 1 (040... [¥| 1.00 0400700 4

15. To delete a request entered by the student, click the red minus sign next to the course.

6 Requests And 4 Alternates
6.00 Credits And 6.00 Units

O Course 3 Credits y  Course # y
=] 0 CULINARY ARTS 1 (880... 8800510
ENG 2 (1001340) ¥ 1.00 1001340
GEO (1206310) ¥ 1.00 1206310
= O INTRO TO MARINE {OC. .. 1.00 QOCB1000

16. In the confirmation message, click OK.

17. To delete multiple requests, select the check box next to each request to delete.
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6 Requests And 3 Alternates
6.00 Credits And 6.00 Units

Erport LTI

O Course § Credits 3 | Course # 5

Elective
Priority §

| L4 [ |

[ENG 2 (1001340) ¥ 1.00 1001340 ]

[GEO (1206310) ¥ 1.00 1206310 ]

= INTRO TO MARINE (OC... [ 1.00 OCB1000

= [  [(wsavsHiTAcU(. [N 1oo  oross0
= [BAND 1 (1302300) @ 100 1302300 1

= \THEATRE 1(0400310) [ 1.00 0400310 2
= |2-D STUDIO ART 1 (010... [Mll 1.00 0101300 3
= \MUSIC THEATRE 1 (040... [¥] 1.00 0400700 4
= 0 [SOCIOLOGY (2108300) [ 1.00 2108300

18. Click Delete Selected Requests at the top-right corner of the screen.

Delete Selected Reguests

6 Requests And 3 Alternates

& Requests And 3 Alternate: Approved by Counselor: No Lacked for Students: No
(] Course § Credits §  Course # § :::::::# Term 3 With Teacher  Without Teacher  With Period§  Without Period § Approved By Teacher § Last Modified 5
[ — ] | [ — |

[ENG2(1001340) ___|W] | 1.00 w0130 [ Voo 595Y 10:44 am
[GEO(izo6aio)  |¥) 1.00 1206310 | — k‘q’ﬁisﬁhf‘i’a'f 10:45 AM

=0 INTRO TO MARINE (0C... [] 1.00 OCBIOOD . M08, 3053 11:04 AM
=[]  [(APSPANBHLT&CU(. [§] 1.00 o70ma10 Mar 05, 3033 11:04 AM
= 0 |BAND 1 (1302300) 1.00 1302300 nz‘?’ucsr_'az"ui;a 11:04 AM
=0 [THEATRE 1 (0400310) 1.00 0400310 ﬁ:{e—’n%r_'a{‘c;zea 11:04 AM
= 2D STUDIO ART 1 (010... 1.00 0101300 ﬁi?'u%','az"éia 11:04 AM
= [MUSIC THEATRE 1 {040... [§ 1.00 0400700 4 Mar0% 3053 11:04 AM
=0 [socioLocy (2108300) [ 1.00 2108300 — M 08, 3053 11:04 AM

19. In the confirmation message, click OK.

@ Students cannot modify or delete requests entered by administrative staff or teachers.
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Teachers Approve Requests

This preference allows teachers to view and approve the course requests for their currently
scheduled students and requests in the teacher’s graduation subject area.

1. As a system admin, in the Users menu, click Profiles.

2. Select Menu from the Permission Type pull-down, select Teacher from the Role pull-down,
and select the applicable profile from the Profiles pull-down, such as Teachers.

3. Click the Students tab, and select the Student Requests check box.
4. In the Setup menu, click System Preferences.

5. Click the School Preferences or Default School Preferences tab, then click the Scheduling
tab.

6. Select the Teachers approve course requests check box.

7. As the Admin and in the NEW school year, go to the Scheduling menu, and select Courses &
Sections. Select the Subject, then select the Course.

8. Select the Allow Teachers to Approve Requests check box to allow teachers to approve
requests.

Lizette Garcia ~ Focus High School - 0041 ¥ sIs

Select Student/Staff ¥ Courses & Sections

Admin ¥ 2022-2023 ¥ 4th 9 Weeks ¥ m
ENG 1 List Students in this Course  List Unfilled Requests in this Course Search [ Copy ] [ Delete ] | Save ]
& |1001310 ENG1 - - - English - - 0.5
Course Number Title Prerequisites 1_Prerequisites 2 Brerequisites 3_Graduation Requi Subject ion Requi ts Subject 2 ion Requi Subject3 Credits per Course History Term
g v 0 X : [NiA~| [NA~] \
_ | Hiiow Students to Request this Goursdl Aliow Teachers to Approve Requests |Sehedule this Gourse first "WDIS OCF Hours gop Course Sequence |ET Program Humber
e | — q
English - Autormatic ~ <7 =
CAPE Subject  Grade Level(s) Course Length 4oy Teachers 1o Request This Course Requests Subject
- 14 Subjects 13 Courses 5 Sections #
| Subject Course Course Num Section
4
Dual Enroliment AP ENG COMPO 1001420 Period 1 - 004 - Lizette Carol Velasco
"’I[ Electives AP ENG LIT COMPO 1001430 Period 2 - 005 - Lizette Carol Velasco
o Exceptional Student ENG 1 THROUGH ESOL 1002300 Period 5 - 001 - Carlo Blake Burgess
& | Mah ENG 2 1001340 Period 7 - 003 - Lizette Carol Velasco
i | N it ENG 2 THR! HESOL 1002310 +
"\ | Performing Fine Arts ENG 3 1001370
i Physical Education ENG 3 THR! H ESOL 1002320
Pr | Art ENG 4 1001400
b
Science ENG 4 THROUGH ESOL 1002520
Snrial Studiae. ERIE KO A A0N1 320
Q (=) Print ¥ @ Help 8l Logout
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Teacher View

1. Search for the applicable teacher using the Select Student/Staff pull-down or Users > User
Info.

2. Click the Log in as icon to log into Focus as the selected student.

| ; | x Abernathy, Nora Robin ¥ Lizette Garcia  Focus High School - 0041 Y sIs
y | User Info - . 0w
- LW 3105 0] « Admin ¥ 2022-2023 ¥ 4th 9 Weeks V |[Eug

- Audit Trail  User Files Save m
a

& | Filter fields... Permissions

© | B i s Updae
- u Address SIS Profiles ERP Profiles Schools | StartDate § EndDate ;  Comment |
- 5D  Attached Students | |_ | ) (Foc.. W) [10/27/2023 | ||

N B0 certifications == | View | | |Data Entry, Data Support B [¥) [Foc..[¥) 05/03/2022 05/31/2022 FocusHSn
9 Charter/Contracted Emp ... .= ’m |ERP-MCSD Employee B [ (.. [§) 12/26/2017 .
= B ELL <= [ Teacher B ¥ [Fec..[§) 07/01/2015
& m Employee Demographic ' '
4 B Employee Summary

3. To access the Student Requests screen, click the schedule requests Portal alert.

% You need to take attendance today:

Period 1 - LIB ARTS MATH 1
Period 2 - AP STAT

Period 3 - ALG 1

Period 4 - LIB ARTS MATH 1
Period 6 - ALG 1

Period 7 - AP STAT

. 3 schedule request(s) available approval.
New Messenger Alerts @

Wendy ®
Message

Alternatively, in the menu, click Students. Then click Requests.
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Q Filter menu...

L ommunicauon
[ Web Pages
[# Lesson Planning '

[F] Assessment >

= Students ~

Demographics

Schedule

Referrals

Change Requests

Manage Student

Progression Plan

Final Grades, GPA, & Class Rank
Graduation Requirements Report
Test History

Mass Add Log Records

Mext Year Schedule Requests

w2 Employee Self Service 3

The Student Requests screen displays any course requests that you have not yet reviewed.
The student's name, student ID, and the current class they are scheduled in is displayed. The
Course Name column displays the name of the course the student requested for the next
school year.

View Reviewed Requests | | Approve All Requests

| OFF
Student § Student Id § Current Class § Course Name § Status §
@ Nancy 00060190 03 03 - 002 - SHARON ALG 2 HON Not Reviewed
@ Donald 00058551 03 03 - 002 - SHARON PRE-CALCULUS HON Not Reviewed
@ John 00076736 03 03 - 002 - SHARON ALG 2 Not Reviewed

4. To approve or not approve a course request for an individual student, select Approved or
Not Approved in the Status column.

The selection is auto-saved.

View Reviewed Requests | | Approve All Requests ‘

| OFF
Student & Student Id § Current Class § Course Name § Status §
@ Nancy 00060150 03 03 - 002 - SHARON ALG 2 HON Approved
@ Donald 00058551 0303 - 002 - SHARON PRE-CALCULUS HON Not Reviewed
@ 1ohn 00076736 03 03 - 002 - SHARON ALG 2 Not Reviewed

5. To approve all course requests in the list, click Approve All Requests at the top of the
screen.
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Fitter: ELJ
Student §
@ Nancy
@ Donald
o

John

Student Id §
00060190
00058551
00076736

Current Class §
03 03 - 002 - SHARON
03 03 - 002 - SHARON

03 03 - 002 - SHARON

View Reviewed Requests | IAppruve All Requests I

Course Name §
ALG 2 HON
PRE-CALCULUS HON

ALG 2

Status §

Approved
Not Reviewed
Not Reviewed

The Status column updates to Approved for all course requests in the list. The selections are

auto-saved.

[ oFF|
Student §

Nancy
Donald

e ee

John |

Student Id §
00060130
00058551
00076736

Current Class §
03 03 - 002 - SHARON
03 03 - 002 - SHARON

03 03 - 002 - SHARON

View Reviewed Requests | | Approve All Requests |

Course Name §
ALG 2 HON
PRE-CALCULUS HON
ALG 2

Status §
Approved
Approved

Approved

@ Toview the student's current grades in your class, click the i icon next to the student's
name. A pop-up window will open with an overview of the student's Gradebook grades

for your class.

[ oFF|

Student §

Nancy

@ Donald
@ ohn |

Student Id §
00060130
00058551
00076736

Current Class §
03 03 - 002 - SHARON
03 03 - 002 - SHARON

03 03 - 002 - SHARON

View Reviewed Requests | | Approve All Requests |

Course Name §
ALG 2 HON
PRE-CALCULUS HON
ALG 2

Status §
Approved
Approved

Approved

6. Once you navigate away from the Student Requests screen, the reviewed course requests are
hidden from the screen. To view previously reviewed course requests, click View Reviewed

Requests.

No Records Found

| View Reviewed Requests |

The previously reviewed course requests are displayed, and can be modified if needed.
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| View Reviewed Reguests | ‘ Approve All Requests |

OFF

Student § Student Id § Current Class § Course Name § Status §
Nancy 00060190 03 03 - 002 - SHARON ALG 2 HON Approved

Donald 00058551 03 03 - 002 - SHARON PRE-CALCULUS HON Approved

e ee
EEE

John 00076736 03 03 - 002 - SHARON ALG 2 Approved

Teachers Make Requests for Students

This option allows teachers to make requests for the student, and the district may also opt
to allow teachers to make requests for courses outside the teacher’s graduation subject
area. The permissions and graduation subjects must be selected in Courses and Sections as
well as the Master Schedule Report in the NEW school year if not rolled from the previous
school year.

System Preferences Setup in the Current Year

1. In the current school year, in the Setup menu, select System Preferences.

2. Select the Default School Preferences or the School Preferences tab, then select the
Scheduling tab.

3. Enter a value of 2 or greater in the Maximum Number of Next-Year Teacher Schedule
Requests text box.

4. Click Save.

Setup From Courses and Sections in the New Year

1. In the Scheduling menu, select Courses & Sections.
2. Select the Subject, then select the Course.
3. Select the Allow Teachers to Request This Course check box.

4. Select the applicable subject area(s) from the Request Subject pull-down to allow teachers
with different graduation subject areas to request this course.

5. Click Save.
Setup from the Master Schedule Report in the New Year

1. In the Scheduling menu, select the Master Schedule Report.

Course Setup and Requests Page 40



2. Click the Courses tab.

3. Select the Allow Teachers to Request This Course check box.

4. Make the applicable selections from the Requests Subject pull-down.

5. Individual edits save automatically. If making changes en masse using Mass Update, click

Save.
Sections Courses Co-Teacher Sections Linked Sections Inclusion Sections

| Default v| | Hide Florida Fields
Page] 1 |/11 [ Nexts | rt SN Filter: Bad il Toggle Columns MM Page size: I | Mass Update |
. . . | AllewTeachers . CreditsPer Allow Stu
Subject | Title | Course # | Grad Subject 3 §  toRequest Requests Subject | Course History Term * | to Reques

This Course & -/ v d
1 |Physical Education [¥)@ |BASKETBALL 2 [1503315 | @ |[(wA ] O [§ os
T3 [Exceptional Stud... [ @ [PREP AD L1V [7963010 |@ |[wa [v] F os
T3 [SocialStudies  [MJ@ [COMPRE LAW STUDIES [2106370 | @ |[waA ] O ¥ os
"7 [Social Studies B ® [~rEURC HIST [2109380 |@ |[nA [v] World History [¥] | 0.5 ]
T 7 [Electives [E© [CRIT THINK ST SKLS [1700370 | @ |[waA ] O 05
T3 [Physical Education M) @ [POWER WEIGHT TRAIN 1 [1501410 |@ | (WA L] O F os
T ] Physical Education [¥) @ [INDIV/DUAL SPRTS 2 (1502420 |@ |[waA ] ¥ os
T [Electives B © [CAR RESAZDECI MAK [1700380 |@ |(wa L] O ¥ os
3 [Physical Education [¥) @ [PERS FIT TRAINER (1501380 |@ |[waA = O ¥ os
T3 |Practical Arts F® [ourn 2 [1006310 |@ |[(wA L] O 7] os

Teacher View in the Current Year

1. In the menu, click Students. Then click Next Year Schedule Requests.

The students for the section selected at the top-right of the screen are listed.

2. Next to each student in the list, select the Course to request for the student. You may only
select from courses within the subject area that you teach.

Your school may limit the number of course requests you can enter for each student. An
error message will display if you try to save and you have exceeded the number of requests

you can make for a student.

If a course request has already been entered for the student in that subject area, the

course request will already be selected in the pull-down.

3. When finished, click Save.
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Prev | Page 1172

Student Name ¢ Student ID § Course

Abe, Charlie Noel 00055879 (AP U.S. HIST (2100330} .
Abregan, Kenna Joy 00061843 | .
Aceveda, Diem Donna 00023057 [ Ld
Acevedo, Emarald Vonn 00056443 | .
Acosta, Dexter D 00086685 [ Ld
Acosta, Harry P 00058780 |US HIST (2100310) .
Adams, Peter Kavinsky 000202356 | .

Teacher Next-Year Schedule Requests Completion Report

If your school allows teachers to enter course requests for their students for the subject
area that they teach, the Teacher Next-Year Schedule Request Completion report is used to
view the teachers who have not entered requests for their students for the next school
year. You can enter course requests on the teacher's behalf.

1. In the Scheduling menu, select Teacher Next-Year Scheduled Request Completion.

The report lists teachers who have not entered requests. An X in a period column indicates
the teacher did not enter requests for some or all of their students in that period.

2. Click an X to open the Next-Year Schedule Requests teacher program in a pop-up window,
where you can enter requests on behalf of the teacher.

© Teacher Next-Year Schedule Request Completion
& Click the red Xs to make a schedule request for the teacher.

42 Teachers who have students without requests Lli;ll Search
Teacher Period 1 Period 2 Period 3 Period 4 Period 5 Period 6 Period 7

Adamo, Camille Kay

Barchert, Zarina L

Burgos, Gerald Anne x x X X x

The section taught in the period that you clicked is automatically displayed. You can change
the section at the top of the screen, if needed. If the teacher has entered some requests
already, the course request will display next to the student.
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Teacher Program
01 - 1200330 ALG 2 4|

Student Name ;

Aleman, Jennifer Marie
Armijo, Charlene Anne
Bacon, Edna Lynn
Bancroft, Georgia Allen
Beltran, Cathy

Brazell, Quinto

Carhon, Tamara
Chavez, Delma Jose
Decker, Marie M.allen

Elizondo, Estanislao

2 Next-Year Schedule Requests

[ orr

Student ID :

004291
058179
020039
055461
063097
022558
(13662
058963
049546
063313

Y
Course =

| PrRE-CALCULUS HO...

SESEEEEEES

3. Next to each student in the list, select the Course to request for the student.

4. When finished, click Save and close the pop-up window.

Teacher

Adomo, Camille Kay
Austin, Pia J
Borchert, Zarina L
Burgos, Gerald Anne
Canales, Clark W.
Caraballo, Emilia
Carbajal, Sandra A
Castellanos, Dioscoro S.
Dean, Fulgencio
Duarte, Hazel Rosa
Espinoza, Ophelia J

Finley, Kathleen A

Gaona, Steve

42 Teachers who have students without requests \-é

Period 1
X
X

© Teacher Next-Year Schedule Request Completion
Y Click the red Xs to make a schedule request for the teacher.

Period 2

A
X

Period 3

X

X

Period 4

A
X

XX

Period 5

X
X
X

Search

Period 6

A
X

XX

Period 7

X

XX

X X
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Request Reports

Viewing the Requests by Course Report

The Requests by Course report displays the number of requests for each course.

1. In the Scheduling menu, click Requests Reports.

The Requests by Course tab is opened by default, listing the subject, course, course number,
total seats, number of sections (total seats and number of sections are determined by the
number of seats in sections from the previous year for the course), number of requests
(current demand), number of alternate requests, number of inclusion requests, number of
requests by grade level, additional filled seats, and extra seats. The additional filled seats
indicates the number of students scheduled into the course without having a request for the
course. Negative numbers in the Extra Seats column indicates there is not enough seats
based on sections and seat numbers.

2. Click on an underlined number of requests to open a list of students with that requestin a
new tab.

Students with too few Requests

Print Requests by Student  Print by Course Students with too many Requests
210 Courses || OFF | |Search
Subject Course Course Total # #of # of Alternate #of Inclusion  # of 09 #0of10 #of 11 #of12 #of 08 Additional Extra

Mum Seats i Requests Requests Filled Seats Seats

English AP ENG COMPO 1001420 80

I8
&7

25 65

AP ENG LIT COMPO 1001430 Tz 72

ENG 1 1001310 125

~

46

ENG 1 THROUGH ESOL 1002300 25 25

ENG 2 1001340 100

4

191 181 -1
ENG 2 THROUGH ESOL 1002310 25 25
ENG 3 1001370 125 180 180 -55
ENG 3 THROUGH ESOL 1002320 25 25

ENG 4 1001400 100

&
&

-38
ENG 4 THROUGH ESOL 1002520 25 25

ENG HON 1 1001320 75

5]
[

55

ENG HON 2 1001350 125

&3
2
&2

102

o W oW = s = m = s = @ R oW
=3

PRE-AP ENGLISH 1 1001415 o

3. Click a student's name in the new tab to view and edit the student's requests.
4. Close the tab when finished.

5. Click the course link to view the course information in the Courses & Sections screen, which
will open in a new tab.
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Students with too Tew Requests.

Print Requests by Student  Frint Requests by Course  Duplicate Requests

‘Students with too many Requests

210 Courses |

Subject Course

Engish AP ENG COMPO
AP ENG LIT COMPO
ENG 1 THROUGH ESOL
ENG2
ENG 2 THROUGH ESOL
ENG3
ENG 3 THROUGH ESOL
ENG4
ENG 4 THROUGH ESOL
ENG HON 1

ENG HON 2

PRE-AP ENGLISH 1

Course
Mum

1001420

1001430

1001310

1002300

1001340

1002310

1001370

1002320

1001400

1002520

1001320

1001350

1001415

# of Alternate

# of Inclusion

#0of 09

#of 10 #of 11

Fiters: (L) a—_

Additional Filled Extra
Seats

#of12 # of 08

& ;mow = & o om s s s

=
=

=]
&

[

[

=

| q

25

&=

Seats

65

72

6. Close the tab when finished.

7. Click an Additional Filled Seats link to view the list of students who are scheduled into the
course but did not have a request for the course in a new tab.

8. Click a student's name in the tab to view the student's schedule. Close the tab when finished.

Viewing the Duplicate Requests Report

The Duplicate Requests report lists students who have more than one request for the same

course. If courses have the same course number but are housed in different subject

folders, these will not display as duplicate requests. For Florida districts that add an extra
digit to a course number, these will also not display as duplicate requests.

1. In the Scheduling menu, click Requests Reports.

2. Click the Duplicate Requests tab.

The student, student ID, course name, course number, and number of requests for that

course is listed.
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Requests by Course Print Requests | W0 [[Te2 1 EE TR Students with too many Requests  Students with too few Requests

D q are req for that were made by a student more than once. These should likely be deleted.
Delete All the Duplicate Reguests

210 Duplicate Requests | B Search
Student Student ID Course Course Number Number of Requests

Mavarro, Sara Anne 00020609 ENG HON 2 1001350 4

Salcido, Ansaldo Carlos ~ 00061531 ENG HON 2 1001350 4

Heaton, Chris 00063148 GED 1206310 4

Dockery, Frederick George 00020021 GEO 1206310 4

Currie, Kay Cathering 00057374 ENG HONM 2 1001350 4

Bodarte, Prisca Lynn 00057306 GEO 1206310 4

Micholson, Wayne Brian 00058192 GEO 1206310 4

Turner, Lavinia 00024257 ENG HON 2 1001350 4

Conner, Evelia Isabella 00057339 GEO 1206310 4

Clarke. Tulla Oscar 00058043 GEO 1206310 4

3. To edit a student's requests, click the student's name.

The Student Requests screen is opened in a new tab. Make any edits as needed, and close
the tab when finished.

Demographic I Grades Absences Activities Referrals :ﬁ::ow %‘;‘?I“ Grad IPE:apge Files S§SS Choice Billing
Auto-Schedule this Student ‘ Cinclude Inactive (] Courses For All Grade Levels
7 Requests And 2 Alternates Prior Primary School: 2022-2023 (Grade 09) Focus High School - 0041
7.00 Credits And 7.00 Units
Approved by Counselor: [} Locked for Students: [
cvoors EEY
O Course § Credits § Course # § g;:r::‘.:.“le Elr?::::;¢ Term § Inclusion § With Teacher Without Teacher With Period § Without Period §
| [— ] | | o | Il L= I I I B L]
1001320
= 0 [ENG HON 1 (1001320) [¥] 1.00 @ ] [ E O \ | | M | M ]
1200320
= 0 [ALG 1 HON (1200320) 1.00 @ (] [ B O [ N ¥ [‘undefned ¥ [ undefined )
2000320
= 0 [BIO 1 HON (2000320} 1.00 o O [ E O \ W | M | M | |
2109310
= |WORLD HIST (2108... 1.00 @ O [ E O [ N | M | M [/]
0708340
= |SPANISH 1 (0708340) 1.00 ) ] 1 [ E O [ | B B ]
1502410
= O [INDIVIDUAL SPRTS ... [§] 1.00 @ (] [ B O [ E B | M []
9504210
= | OUTBOARD MARIN... 1.00 ) (] 2 [ E O [ | B B [/]
1303300
= |CHORUS 1 (1303300) 1.00 @ O 3 [ B O [ N B | M [/]
1001320
= [ |ENG HON 1 (1001320) 1.00 ) O [ B O [ | B B []
L___________________________________________________________________________________________________________]

4. To delete the duplicate requests for all students in the list, click Delete All the Duplicate
Requests at the top-right corner of the screen.
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Viewing the Students with too many Requests Report

The Students with too many Requests report displays students with more requests than
allowed based on the number of semesters and periods scheduled in a school day (periods
are selected at the top of the report). Requests with a priority of 2 or higher are not
included in the totals since they are alternate requests.

1. In the Scheduling menu, click Requests Reports.
2. Click the Student with too many Requests tab.

3. On the Search Screen, enter search criteria to locate the students you want to view and click
Search. To view all students who have too many requests, click Search without entering any
search criteria.

Requests by Course Print Requests Duplicate Requests I Studants with too many Requests I Students with too few Requests
i |

Search Screen Simple List Customized List

Student Student Group = N/A o
Search All Schools
More Search Options Include Inactive Students

The Periods in the School Day at the top of the screen come from the periods set up in Setup
> Periods. The periods that are marked as Required for Scheduling in the period setup will be
automatically selected by default in Students with too many Requests. Deselect any periods
not used for complete scheduling. The report displays the student name, student ID, grade
level, number of requests, and number of credits. The system counts requests in the
following manner:

+ If sections are created for a course requested as full year, the system counts the request as
1

+ If sections are created for a course requested as a semester, the system counts the request
as 0.5

+ If sections are created for a course requested as a quarter, the system counts the request as
a0.25

+ If no sections are built for a course, the system looks at the Course Length field set on the
course. If the Course Length is set to Automatic, the system will look to the "Default Course
Length" system preference.
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4. To edit a student's requests, click the student's name.

The Student Requests screen is opened in a new tab. Make any edits as needed, and close
the tab when finished.

Viewing the Students with too few Requests Report

The Students with too few Requests report displays students with fewer requests than
needed based on the number of semesters and periods scheduled in a school day (periods
are selected at the top of the report). Requests with a priority of 2 or higher are not
included in the totals since they are alternate requests.

Individual students can be hidden on the report. This may be useful if certain students
(such as juniors and seniors) do not need to have requests for all periods. This is controlled
by the permission “Allow User to Dismiss Students on Requests Reports” in Users > Profiles.

1. In the Scheduling menu, click Requests Reports.
2. Click the Students with too few Requests tab.

3. On the Search Screen, enter search criteria to locate the students you want to view and click
Search. To view all students who have too few requests, click Search without entering any
search criteria.

Requests by Course Print Requests  Duplicate Requests Students with too many Requests I Students with too few Requests I
—————

Search Screen Simple List Customized List

Student Student Group  NjA o
~| Search All Schools
More Search Options ~| Include Inactive Students

Search Reset

The Periods in the School Day at the top of the screen come from the periods set up in Setup
> Periods. The periods that are marked as Required for Scheduling in the period setup will be
automatically selected by default in Students with too few Requests. Deselect any periods

not used for complete scheduling. The report displays the student name, grade level, student

ID, number of requests, and number of credits. The system counts requests in the following
manner:

+ If sections are created for a course requested as full year, the system counts the request as
1.
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+ If sections are created for a course requested as a semester, the system counts the request
as 0.5.

+ If sections are created for a course requested as a quarter, the system counts the request as
a 0.25.

+ If no sections are built for a course, the system looks at the Course Length field set on the
course. If the Course Length is set to Automatic, the system will look to the "Default Course
Length" system preference.

4. If you have the profile permission “Allow User to Dismiss Students on Requests Reports,” you
can hide students on the report by selecting the Dismiss Student check box next to each
applicable student and clicking Save Dismissed Students.

Requests by Course Print Req by Print by Course q with too many Requests
Students with too few requests are students who have requested fewer classes than there are periods in the day. Requests for semester-long courses are counted as half a request. This report
excludes requests which are alternates for other requests. You can exclude periods from being part of the normal school day by unchecking them below and clicking Update Periods. Click the
student's name to add to his or her requests.
Periods in the School Day: Elo1 Edo2 Eo3 o4 Eos Eos Eor [os

704 Students with too few Requests | |7DFF| Search
Dismiss Student Student Gradelevel Student ID Number of Requests Number of Credits

J Abott_Charlie Christopher 03 00082221 [ 6.00

O Acevedo, Diem Donna 0g 00023057 [ 6.00

O Adams, Ponyboy Henry 08 00086404 6 6.00

(] Alonso, |sabella Belly 0g 00058709 [ 6.00

O Alonso, Mary Shelley 08 00055961 [ 6.00

O Arana, Torcuato Katelynn 09 00087661 [ 6.00

O Aranda, Sara Yasuel 08 00013275 [ 6.00

(] Arteaga, Rafaela Nicole 09 00061074 6 6.00

O Atencio, Nancy 08 00060190 [ 6.00

O Bahena, Carl 08 00086055 6 6.00

O Bahena, Kathleen Cannon 0g 00057788 [ 6.00

3 Baker, Duane Marie 12 00060028 [ 5.00
Baker, Lucie 12 ‘ooos3102 [ 5.00

(] = BN Daecind no AONE1OTE = &

The selected students are hidden on the report. The total number of students with too few
requests indicated above the report will not change since the students are not permanently
removed from the report, just hidden.

5. To re-display the students that were hidden, click Show Dismissed Students.
The dismissed students are re-displayed on the report.

6. Click Hide Dismissed Students to hide the dismissed students again.

7. To edit a student's requests, click the student's name.

The Student Requests screen is opened in a new tab. Make any edits as needed, and close
the tab when finished.
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Printing Requests by Student

The Print Requests by Student tab is used to print student requests sheets for individual
students or for a group of students.

1. In the Scheduling menu, click Requests Reports.
2. Click the Print Requests by Student tab.

3. In the Search Screen, enter search criteria to locate the student or group of students and
click Download Requests Sheets.

Students with too few Requests

Requests by Course | I Print Requests by Course R d with too many Requests
Student | Print Multiple Copies for Custedial Contacts at Separate Addresses
Letterhead None E

More Search Options Template

—|Sort Requests Sheets by Prior School
| Sort Requests Sheets by Prior School Year's Periods

~|Search All Schools
_IInclude Inactive Students

Download Reguests Sheets Reset

A PDF preview of the requests sheets is displayed, which can be saved to your computer or
printed.

4. Click Return to Focus to go back to the Requests Reports screen.
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Modules.php

Live Demo - Focus Student Requests
Abe, Charlie Noel

10

Focus High School - 0041

Mar 1, 2023

7 Requests and 2 Alternates, 7.00 Credits
Course

2-D STUDIO ART 2
SPANISH 2

ENG2

JOURN 2

GEO

WEIGHT TRAIN 2
INDIV/DUAL SPRTS 1
CHEM 1

US HIST

100% ()

L))

+

4400055879

Course Number
0101310
0708350
1001340
1006310
1206310
1501350
1502410
2003340
2100310

Printing Requests by Course

The Print Requests by Course tab is used to print a list of students who have requested

specific subjects or courses.

1. In the Scheduling menu, click Requests Reports.

2. Click the Print Requests by Course tab.

Students with too few Requests

Requests by Course Print Requests by Student

Print Requests by Course

Duplicate Requests  Students with too many Requests

Student Search

Subjects |
Courses |
Format | PDF

Team |

Letterhead Template None

Student Group N/A
Include Inactive Students

Download Class Lists | Reset

3. To print a list of students who have requested certain subjects, select the Subjects.

4. To print a list of students who have requested certain courses, select the Courses.
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5. Select the Format. Selecting PDF will generate a PDF that can be saved to your computer or
printed. Selecting List will display a list of the students that can be exported.

6. To limit the results by team, select the Team.
7. Select a Letterhead Template, if one is set up for printing requests.
8. To limit the results to a specific student group, select the Student Group.
9. Select Include Inactive Students, if desired.
10. Click Download Class Lists.
The PDF or list is generated.
11. Click Return to Focus when finished.

Example PDF:

o Return To Focus

=  Modules.php

Requests By Course List
ENG 1 1001310
Focus High School - 0041 Mar 1, 2023

Student ID Course Num
Abott, Charlie 00082221 09 ENG1 1001310

Elective Priority Inclusion

Acevedo, Diem 00023057 09 ENG1 1001310
Adams, Ponyboy 00086404 09 ENG1 1001310
Alonso, Isabella 00058709 09 ENG1 1001310
Alonso, Mary 00055961 (] ENG1 1001310
Arana, Torcuato 00087661 09 ENG1 1001310
Aranda, Sara 00013275 09 ENG1 1001310
Arteaga, Rafacla 00061074 09 ENG1 1001310
Atencio, Nancy 00060190 () ENG1 1001310
Bahena, Carl 00086055 09 ENG1 1001310
Bahena, Kathleen 00057788 (2 ENG1 1001310
Baker, Rosinda 00061975 09 ENG1 1001310
Banuelos, Anthony 00061982 (3 ENG1 1001310
Banuelos, Dale 00060272 09 ENG1 1001310
Barajas, Kathleen 00059423 09 ENG1 1001310
Barela, Barhara 00021572 09 ENG1 1001310

Example List:
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0 Return To Focus

Students with too few Requests

Requests by Course  Print Requests by Student |10 [000 T8 R T T pl

171 requests |

Student Student ID
Abott, Charlie 00082221
Acevedo, Diem 00023057
Adams, Ponyboy 00086404
Alonso, Isabella 00058709
Alonso, Mary 00055961
Arana, Torcuato 00087661
Aranda, Sara 00013275
Arteaga, Rafaela 00061074
Atencio, Nancy 00060190
Bahena, Carl 00086055
Bahena, Kathleen 00057788
Baker, Rosinda 00061975
Banuelos, Anthony 00061982

with too many Requests

Gradelevel
09
09
08
09
08
08
09
09
09
08
09
09

09

Course
ENG 1
ENG 1
ENG 1
ENG 1
ENG 1
ENG 1
ENG 1
ENG 1
ENG 1
ENG 1
ENG 1
ENG 1

ENG 1

Course Num Elective Priority Inclusion
1001310
1001310
1001310
1001310
1001310
1001310
1001310
1001310
1001310
1001310
1001310
1001310

1001310

Elective Priority Addendum

Elective Priorities allow schedulers to add electives to course requests using a numerical
value to indicate in which order the electives should be scheduled. Below are a few
recommended and not recommended scenarios to help guide schedulers towards making
the correct indication for their student's Elective Priorities.

Scenario 1: Valid

The school has 7 periods in the school day. The student needs four core courses and therefore
needs 3 electives to fill the schedule. The school allows the student to select 2 additional
alternates. You can designate the three electives the student would like and then differentiate

the two alternates.

Within the Student's Requests screen, add four core courses and then five electives and use
the Elective Priority column to indicate with the number 1 the 3 electives the student would
like scheduled. Select the student’s first alternate choice with a number 2 and the student's

second choice with a 3.
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7 Requests And 3 Alternates
7.0 Credits And 7.0 Units

2 =] | OFF |
Course § Credits § Course # § ?;::;:t;ule :'r?gi.:fg
0102300
= CERAM/POT 1 (010... Ii] 0.5 T 2
: 0400370
= ACTING 1(0400370) [ 1.0 o 3
1506320
= HOPE-PE v (1506320} [ 0.5 7 E
1303300
- CHORUS 1 (1303300} [ 1.0 0 L
0708340
— SPANISH 1 (0708340) B 1.0 7 i .
2100310
- US HIST (2100310) 1.0 e ° ...
2003350
- CHEM 1 HON (2003... 1.0 0 Y e
1200310
- ALG 1 (1200310} 1.0 o
1001310
= ENG 1(1001310) W 10 o
1700390
= AVID 1 (1700380) W 0 o 1

If an elective with Elective Priority of a 1 is unavailable/does not fit in the schedule, the
elective with Elective Priority of 2 will be considered. If an elective with Elective Priority of a 2
is unavailable/does not fit in the schedule, the elective with Elective Priority of 3 will be
considered. If nothing fits within the schedule, the student will have a missing period in the
schedule.

Scenario 2: Valid

The school has 7 periods in the school day. The student needs four core courses and therefore
needs 3 electives to fill the schedule. You want the Spanish 1 elective to be scheduled for all
students with that request and not be filled with an alternate. The other two electives can be
filled with alternates.

Within the Student’'s Requests screen, add four cores and then five electives, one being
Spanish 1. Leave the Elective Priority blank for Spanish 1. Use the Elective Priority column to
indicate with the number 1 the 2 electives the student would also like scheduled. Select the
student’s first alternate choice with a number 2 and the student's third choice with a 3.
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Eequests And 3 Alternates

7
7.0 Credits And 7.0 Units

2= | OFF |
Course § Credits § Course # § ?;::gule sl:i'g::::g

0102300

= CERAM/POT 1 (010... [M 0.5 o 2
0400370

- ACTING 1 (0400370) Ml 1.0 T 3
1506320

= HOPE-PE V (1506320) [ 0.5 0 2
1303300

= CHORUS 1(1303300) [ 1.0 0 1
0708340

= SPANISH 1 (0708340) M 1.0 o
2100310

= US HIST 2100310) |8 1.0 )
2003350

= CHEM 1 HON (2003... [8 1.0 o

— ALG 1 (1200310) M 1o 1200310U
1001310

= ENG 1 (1001310) M 1o 0
1700390

= AVID 1 (1700390) M 1o i 1

Within the Student’s Requests screen, this scenario will force Spanish 1 to be scheduled as a
core class. If Spanish cannot be scheduled, priorities 2 and 3 will NOT be considered. The
number 1 electives will be scheduled after the core classes and may consider priorities 2 and
3if priority 1 cannot be filled. If Spanish cannot be filled, the student will have a missing
period in his schedule.

Scenario 3: Valid

My school has 7 periods in the school day. The student needs four core courses and therefore
needs 3 electives to fill the schedule. | would like core and the non-alternate electives
scheduled. If any of these seven cannot be scheduled, | do not want the alternates to be
automatically scheduled when running the scheduler.

Within the Student’'s Requests screen, add four cores and then five electives and leave the
Elective Priority column blank for the 3 electives the student would like scheduled. Select the
student’s first alternate choice with a number 2 and the student's second choice with a 3.
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Schedule Elective

Course § Credits § Course # § First § et ]
= CERAMPOT 1 {010... 0.5 01023000 s
= ACTING 1 (D400370) 1.0 04003?{1%_jl 2
- HOPE-PE V (1506320) 05 1506320 o 2
= CHORUS 1 (1303300} Ml 1.0 13n33nau
— SPANISH 1 (0708340) 1.0 0?03340u
= US HIST (2100310) .0 21003100
— CHEM 1 HON (2003.... 1.0 20'033500
= ALG 1(1200310) 10 12tm3mql_j
= ENG 1(1001310) 1.0 lmnwu
- AVID 1 (1700390) ¥ 10 1700390 o

Since the three electives do not have number 1 in the elective priority, priorities 2 and 3 will
remain visible on the student’s request but will never be considered in the scheduling by the
Focus scheduler.

Scenario 4: Not Recommended

The school has 7 periods in the school day. The student needs four core courses and therefore
needs 3 electives to fill the schedule. The school allows the student to select 2 additional
alternates. | did not add any elective priorities.

Within the Student’'s Requests screen, add four cores and then five electives; leave the
Elective Priority column blank for all electives.
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9.0 Credits And 9.0 Units

e e

1303300

= SPANISH 1 (0708340) [ U'?'l.'JEBde!*_.a
= US HIST (2100310) 2100310@
_ w
= 00310) M o0 1200310u
= ¥ 10 10013100

AVID 1 (1700390) @ 1.0 1?003990

JOURN 1 (1006300) 1.0 1006300“‘

When Elective Priorities are left blank, Focus treats electives as core and will consider all five
electives with the same priority and take the electives that are the best fit to fill the schedule.
The priority for determining what order the requests will be filled is based on the order of
the department codes. If there are conflicts with scheduling the core, the electives could be
scheduled in place of the core since there is nothing to distinguish the core from the elective
on the requests screen.

o If Elective Priorities aren’t used, it will be difficult to determine unit allocations. Not
using elective priorities can cause Course Request totals for electives to be skewed
higher.

Scenario 5: Not Recommended

My school has 7 periods in the school day. The student needs four core courses and therefore
needs 3 electives to fill the schedule. The school allows the student to select 2 additional
alternates. | added elective priorities 1-5 to all five electives.
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5.0 Credits And 5.0 Units

CHORUS 1 (1303384

70834
= SPANISH 1 (D708340) Sl

2100310
= US HIST (2100310)

= CHEM 1 HON (2p#3...

1001310

1(1001310) 1.0

1700390

AVID 1 (1700390) 1.0

0101300

2-DSTUDIOART 1 (... M 1.0

Within the Student’'s Requests screen, the student has four cores and the five electives
prioritized 1-5. The system will look at priority 1 only. If this gets scheduled, priorities 2-5 are
never considered. Priorities will only be looked at one at a time if the prior one cannot be
filled therefore this student will have a maximum of five classes scheduled and be short of a
full schedule.

@ Use scenarios 1, 2, or 3 to help alleviate this issue.

@ Do not use semester courses as an alternate to a full year course.

When a full year elective with an Elective Priority of 1 does not get scheduled, the system
looks for the next available number within Elective Priority. If a semester course is next with
an Elective Priority of 2, Focus will not look for a partner course. Even if there is an additional
semester Elective with the same Elective Priority, Focus will not know to add the second one,
and the student will be short a semester course on their schedule.

If this happens, the scheduler will have to manually add a semester course to complete the
student’s schedule. The report Students with Incomplete Schedules can be used to identify
the students without a complete schedule for the upcoming year.
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