Options for Entering Course Requests

Focus offers multiple options to enter course requests for the new school year.

Options for Entering Course Requests

Scheduling teams have multiple options for entering student requests:

+ Create and run Automatic Course Requests (ACRs) to mass add requests

+ Manually Mass Add Requests (one-time feature)

+ Enter requests student-by-student

+ Teachers enter requests for scheduled students

+ Students enter requests (can also enable the option for Teachers to Approve those student
requests)

Setup Requirements

There are system preferences related to Automatic Course Requests (ACRs), which dictate
whether students and teachers can enter requests, and whether teachers can approve
course requests. System preferences for teachers must be enabled in the current school
year, while preferences for students must be set up in the new school year. Once
configured, the course selections can seamlessly transition from one school year to the
next and can be modified as needed.

System Preferences Setup in the Current Year

1. Go to the Setup menu and select System Preferences.
2. Select the Default School Preferences tab, then select the Scheduling tab.

3. Enter the date that students can start entering requests in the Allow students to enter
course requests starting text box.

@ Most district also elect to enable this setting in the new/next school year.
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4. If students will be entering requests, select the Teachers approve course requests check
box.

5. If ACRs are used, select the Allow teachers to override automatic course requests check
box.

6. In the Maximum Number of Next-Year Teacher Schedule Requests text box, enter a value
of 2 or greater.

7. Click Save.

System Preferences Setup in the New Year

1. Select the new school year from the School Year pull-down in the header.
2. Go to the Setup menu and select System Preferences.
3. Select the Default School Preferences tab, then select the Scheduling tab.

4. Enter the date that students can start entering requests in the Allow students to enter
course requests starting text box.

5. Select the Prevent students from requesting courses in core subjects already requested
by an admin/teacher check box to prevent students from requesting core subject courses that
have already been requested by a teacher or admin profile.

6. Click Save.

Profile Permissions enabled in the Current Year (Students)

1. Go to the Users menu, and select Profiles.

2. From the Permission Type pull-down, select Menu.

3. Select Student from the Role pull-down.

4. Select the applicable Student profile from the Profiles pull-down.

5. Click the My Information tab, the select the View check box for Class Requests.

6. Click Save.

Profile Permissions enabled in the Current Year (Teachers)

1. Go to the Users menu, and select Profiles.
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2. From the Permission Type pull-down, select Menu.

3. Select Teacher from the Role pull-down.

4. Select the applicable teacher profiles from the Profiles pull-down.

5. Click the Scheduling tab, the select the View check box for Next-Year Schedule Requests.
6. Click Save.

Profile Permissions enabled in the Current Year (Admin)

1. Go to the Users menu, and select Profiles.

2. From the Permission Type pull-down, select Menu.

3. Select Admin from the Role pull-down.

4. Select the applicable administrative profiles from the Profiles pull-down.

5. Click the Scheduling tab, the select the View and/or View and Edit check box(es) for Teacher
Next-Year Schedule Request Completion.

6. Click Save.

Setup Courses from the Master Schedule Report in the New
Year

1. Go to the Scheduling menu, and select the Master Schedule Report.
2. Select the Courses tab.

3. Select the Allow Students to Request This Course check box for all applicable subjects/
courses.
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4. To filter the courses displayed, click Filters.

a. Enter the applicable filtering data, such as a Title; for example, "hist" and "prep."
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5. To select the Allow Students to Request This Course check box for all displayed courses, click
Mass Update.

a. Select Allow Students to Request from the Column pull-down.
b. Select the Value check box to mark the column as selected.

c. Click Update.
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6. Follow the steps above to Filter for specific subjects or courses and individually select or Mass
Update the Allow Teachers to Request This Course check box.

a. If teachers will be able to request courses outside of the graduation subject that they
teach, the Request Subjects must be selected from the corresponding pull-down.
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7. The current graduation subject(s) and the outside graduation subjects must both be selected.

Sections Courses
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@ If teachers will be approving student course requests, Allow Teachers to Approve
Requests can be enabled here as well.

Alternate: Setup From Courses and Sections in the New Year

1. Go to the Scheduling menu, and select Courses & Sections.

2. Select the applicable Course to allow teachers to make requests.

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

4. To allow teachers in specific graduation subject areas to request a specific course, select the

Grad Subject area(s) from the Requests Subject pull-down.

5. Click Save.
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Creating and Running Automatic Course Requests

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.

From the Scheduling menu, select 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

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

Adding a District Course Request

@ The ability to add and edit district course requests is controlled by the Edit permission
for "Allow District Access" under Automatic Course Requests in Users > Profiles.

1. In the Scheduling menu, click Automatic Course Requests.
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@ Focus remembers the last tab you had open on the Automatic Course Requests screen
and that tab is displayed by default.

2. Click the District Requests tab if not already opened.

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

Run Course Requests for Current School (g Run Course Requests for All Schools

~1Only run for students without requests

Export E'J Filter: :]ii

]| Title § Search Terms § Courses § Priority §

| ||Eng 1 Honors to Eng 2 Honors ||| || | [ ]

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.

Student Search

General
Scheduling Student Group
Scheduled into | N/A 5
Course(s)
Set Search Terms Reset
Not Scheduled into
Course(s)
Scheduled into
Course(s) Last Year ENG HON 1 (1001320}
Mot Scheduled into
Course(s) Last Year
Scheduled into
Section(s)

The search terms entered are displayed in the Search Terms field.

7. Select the Courses to request. One or multiple courses can be selected.
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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 [GI§ Run Course Requests for All Schools

CJonly run for students without requests

6 =) (G or

[ | Tide § Search Terms § Courses § Priarity §

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

L I | ]

Adding a School Course Request

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

@ Focus remembers the last tab you had open on the Automatic Course Requests screen
and that tab is displayed by default.

2. Click the School Requests tab if not already opened.

@ Depending on your profile permissions, you might only have access to the School
Requests tab, in which case it will be displayed by default.

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

Run Course Requests

CJonly run for students without requests

Export FHEIIM Fiter: 23

[ Title § Search Terms § Courses § Run nightly for students without requests § Priority §

I Il ] BN ]

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 Spanish 1 last year will be given a course
request for Spanish 2, click the Scheduling category and select Spanish 1 in the Scheduled into
Course(s) Last Year field.
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6. Once the search terms are entered, click Set Search Terms.

Student Search

General

I Scheduling I Student Group

N/A

Set Search Terms Reset

ar

Scheduled into
Course(s)

=

Mot Scheduled into
Course(s)

=

Scheduled into

Course(s) Last Year SPANISH 1 (0708340)

=

Mot Scheduled into
Course(s) Last Year

=

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. In the Run nightly for students without requests pull-down, select Yes to run this
automatic course request nightly for students who do not have any course requests. Select No
if you do not want to run this request nightly.

9. 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.

10. 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.

[COnly run for students without requests B

ERE Filer BT

[ | Title § Search Terms 3 Courses § Run nightly for students without requests § Priority §

wa [ | Spanish 1 to Spanish 2 Scheduled into Course(s) Last Year: 0708340 - SPANISH 1 0708350 - SPANISH 2 - World Languages Yes 1.

L I ] ][] -

Running District Course Requests

o The ability to run district course requests is controlled by the View permission for
"Allow District Access" under Automatic Course Requests in Users > Profiles. This
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allows district or school users to run district course requests for the schools they have
permissions to. The ability to run district course requests for all schools is controlled by
the View permission for "Allow All Schools Request Access" under Automatic Course
Requests in Users > Profiles.

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

2. In the District Reports tab, select the course requests you want to run by selecting the check
box to the left of the request. One or multiple can be selected. To select all course requests in
the list, select the check box in the column header.

Run Course Requests for Current School (@ Run Course Requests for All Schools

[JOnly runfor students withoutrequests

EREI Fiker I

Title § Search Terms § Courses § Priority §

= Eng 1 Honors to Eng 2 Honors Scheduled into Course(s) Last Year: 1001320 - ENG HON 1 1001350 - ENG HON 2 1.

== g |Eng1l Grade: 09 1001310 - ENG 1

== [  Eng2toEng3 Scheduled into Course(s) Last Year: 1001340 - ENG 2 1001370 - ENG 3

3. Select Only run for students without requests if you only want to run course requests for
students who do not have any course requests.

4. Enter a date in the date field to run the selected ACR(s) for students without requests as of
the entered date.

Entering a date is useful when a student may qualify for more than one ACR. When the first
ACR runs, the student receives the request since the student did not have any previous
requests. When the second ACR runs with no date provided, the student would not receive
the subsequent requests since the student had requests entered by the first ACR. Entering a
date in the past allows the student to receive all the ACRs he or she qualifies for.

5. 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.

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

EOnly run for students without requests 01/01/2022

[ =) [T or)

Title § Search Terms § Courses § Priority §

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

- Eng 1 Grade: 09 1001310 - ENG 1 = 2
= Eng 2 to Eng 3 Scheduled into Course(s) Last Year: 1001340 - ENG 2 1001370 - ENG 3 m 3

[ I ] ][]
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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.

6. 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.

7. Click Delete Selected Requests.

Warning: Courses require completion at

Schedule Requests created for 9 students for ENG HON 2

Student Id Student Name Course Name
024019 Atencio, Michael ENG HOM 2
0070673 Barnett, Raymond A ENG HOM 2
0023804 Brown, Justino Ethan ENG HOM 2
0023675 Burkhardt, Alison James ENG HOM 2

8. 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 Focus Center - 0106

ENG 1 (English) (1001310F) | ENG 1 (All Courses) (10013108B) E

Complete

Running School Course Requests

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

2. Click the School Requests tab.
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3. Select the course requests you want to run by selecting the check box to the left of the
request. One or multiple can be selected. To select all course requests in the list, select the

check box in the column header.

Run Course Requests
[JOnlyrun for students without requests

(T o

Title § Search Terms § Courses § Run nightly for students without requests § Priority §
== [ Spanish 1 to Spanish 2 Scheduled into Course(s) Last Year: 0708340 - SPANISH 1 0708350 - SPANISH 2 - World Languages Yos 1
= Alg 1 to Geo Scheduled into Course(s) Last Year: 1200310 - ALG 1 1206310 - GEQ - Math Yes 2

[ 1 ] B vm =]

4. Select Only run for students without requests if you only want to run course requests for
students who do not have any course requests.

5. Enter a date in the date field to run the selected ACR(s) for students without requests as of
the entered date.

Entering a date is useful when a student may qualify for more than one ACR. When the first
ACR runs, the student receives the request since the student did not have any previous
requests. When the second ACR runs with no date provided, the student would not receive
the subsequent requests since the student had requests entered by the first ACR. Entering a
date in the past allows the student to receive all the ACRs he or she qualifies for.

6. Click Run Course Requests.

Run Course Requests
EOnly run for students without requests 01/01/2022

(0 oF+
Title 3 Search Terms 3 Courses 3 Run nightly for students without requests Priority §
= Spanish 1 to Spanish 2 Scheduled into Course(s) Last Year: 0708340 - SPANISH 1 0708350 - SPANISH 2 - World Languages Yes 1.
= Alg 1 to Geo Scheduled into Course(s) Last Year: 1200310 - ALG 1 1206310 - GEO - Math Yes 2
I 1| ] &= —

A pop-up window is displayed indicating the number of students who had requests entered
for each course and the list of students.

7. 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.

8. Click Delete Selected Requests.
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Schedule Requests created for 27 stude

Student Id Student Name

1057377 Allison, Octavia A
1019981 Bonilla, Teddy Aldair

1080685 | Bonilla, Zoraida Daniel

Course Name

GEO

GEO

GED

Mass Adding Requests to a Group of Students

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.

@ Mass Requests is used for a one-time instance only and cannot be saved. To save a

particular scenario, use the Automatic Course Requests feature.

1. In the Scheduling menu, click Mass Requests.

@ 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.

2. On the Search Screen, click More Search Options to search for the group of students.

3. Click a category in the pull-down, and then click the field to search by.

In this example, the Scheduling category was clicked, followed by the Scheduled into

Course(s) field.
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Q, Student Search More Search Options

Search...
Student Group D — 5 Biled By
[ Search All Schools Course History Requested Course(s)
Discipline 3 )
[ Include Inactive Ei ‘:I‘t Requested Grad Subject(s)
Previous Years Lantd Scheduled into an Inclusion Section Last Year
Use Most Recent Enrolll Florida Fields b

Scheduled into at least 1 active Course

Grade Level Scheduled into Course(s) Use Legacy Search m

Grades/GPA/Class Rank/Honor Roll

Scheduled into Inclusion Course(s)
MName, Student ID, Address, & Schools Scheduled into Section(s)

Scheduling 4 Scheduled into Teacher

Student Fields > Scheduled with an Out of Field Teacher

Scheduled with Student

Test History

4. Once the search field is added, set the search criteria.

In this example, the search will look for students scheduled into English 1 Honors last year.

Q, Student Search More Search Options

Student Group .
[0 Search All Schools

1 Include Inactive
Previous Years
Use Most Recent Enrollment

© Scheduled into Course(s) |[ENG HON 1 (1001320) . Choose ®

Use Legacy Search m

5. Continue adding additional search criteria as needed.

9 If you have a spreadsheet that includes student IDs, the student IDs can be copied
from the spreadsheet and pasted into the Student Search field.

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

7. At the top of the screen, click the Choose Course link.
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Drop Reguest(s) to Selected Students Add Reguest(s) to Selected Students

st o A ]

I Inclusion

Elective Priority
With
Teacher N/A a
Period NA &)
Without
Teacher  NjA <]
Period| NiA [
Search Screen  Simple List Customized List
Scheduled into Course(s) Last Year: 1001320
121 Students \—Eh Search
» Photo Student Student ID Grade
- !j "! Agosto, Kurt Grace'/k' H00058125 10
"
. 3 Aguayo, Dylan Chrystel Magpanlay%* 100073691 10

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

Courses
Search
12 Subjects 12 Courses
Subject Course Course Num
Electives
ENG 2 THROUGH ESOL 1002310
English

ENG 3 1001370

Exceptional Student
ENG 3 THROUGH ESOL 1002320

Math
ENG 4 1001400

Mo Credit
ENG 4 THROUGH ESOL 1002520

Performing Fine Arts

ENG HON 1 1001320
Physical Education
IENG HOM 2 I 1001350

=% Rl &

The selected course is displayed next to Request(s) to Add at the top of the screen.
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A ENGHON 2
Request(s) to Add + Choose more Courses

| Inclusion
Elective Priority
With
Teacher N/A a
Period NA [
Without
Teacher Nja a
Period NiA [

9. Click the Choose more Courses link to add more course requests if needed.

Request(s)to Add FLENGHONZ
ose more L.ourses

! Inclusion
Elective Priority
With
Teacher Nja a
Period NA [
Without
Teacher N/a a
Period NiA [

6 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.

10. If the wrong course was selected, click the red X next to the course.
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A ENG HON 2
Request(s) to Add -hoose more Courses

~nelusion
Elective Priority
With -
Teacher MN/A <
Period NA [
Without -
Teacher N/A ﬂ
Period NiA [

11. 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.

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.

12. 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.

13. If applicable, select teacher and period restrictions in the With and Without Teacher and
Period pull-downs.
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# ENG HON 2
Request(s) to Add + Choose more Courses

[ Inelusion

Elective Priority
With
Teacher N/A
Period N/A

Without
Teacher Nja

Period NA [

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

14. 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.

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

#LENG HON 2
Requesty) to Add + Choose more Courses

" Inclusion
Elective Priority
With
Teacher  N/A
Period | N/A
Without
Teacher  N/&
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

15. Click Add Request(s) to Selected Students at the top of the screen.
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A green check mark and confirmation message is displayed, indicating the course request
has been added to the selected students.

Dropping Requests from a Group of Students

@ Ifyou are adding a new request to replace the course request you are dropping for the
group of students, be sure to add the new request first, and then drop the course
request that is not needed. If you drop the course request first, you have lost the
ability to search for the group of students using the Requested Course(s) search
option.

1. In the Scheduling menu, click Mass Requests.

0 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.

2. On the Search Screen, click More Search Options to search for the group of students.
3. Click a category in the pull-down, and then click the field to search by.

In this example, the Scheduling category was clicked, followed by the Requested Course(s)
field.

Search Screen  Simple List Customized List

Q, Student Search More Search Options
Search...

Student Group .
Contact Into [ Billed By
C Histo

[ Search All Schools ourse History Requested Course(s)
Discipline 4 .

[ Include Inactive o Requested Grad Subject(s)

Previous Years Eligibility

Use Most R ¢ Enroll Scheduled into an Inclusion Section Last Year
se Most Recent Enrol i ]
Florida Flelds b Scheduled into at least 1 active Course

Grade Level Scheduled into Course(s) Use Legacy Search m
Grades/GPA/Class Rank/Honor Roll . .
Scheduled into Inclusion Course(s)

MName, Student ID, Address, & Schools Scheduled into Section(s)

Scheduling 4 Scheduled into Teacher
Student Fields B

Scheduled with an Out of Field Teacher
Scheduled with Studant

Test History

4. Once the search field is added, set the search criteria.

For example, to drop the course request for English 2 Honors for students who have this
course request, ENG HON 2 was selected as the course.
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| Q, Student Search | More Search Options

Student Group | .

[ Search All Schools

1 Include Inactive
Previous Years
Use Most Recent Enroliment

© Requested Course(s) |ENG HON 2 (1001350} . Choose

®

Use Legacy Search

5. Continue adding additional search criteria as needed.

If you have a spreadsheet that includes student IDs, the student IDs can be copied
from the spreadsheet and pasted into the Student Search field.

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

| Q, Student Search | More Search Options
Student Group | .

[ Search All Schools

[J Include Inactive
Previous Years
Use Most Recent Enrollment

© Requested Course(s) |ENG HON 2 (1001350} . Choose

®

Use Legacy Search

7. At the top of the screen, click the Choose Course link.
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Drop Reguest(s) to Selected Students Add Reguest(s) to Selected Students

st o A ]

I Inclusion

Elective Priority
With
Teacher N/A a
Period NA &)
Without
Teacher  NjA <]
Period| NiA [
Search Screen  Simple List Customized List
Scheduled into Course(s) Last Year: 1001320
121 Students [ Search 3
» Photo Student Student ID Grade
- !j "! Agosto, Kurt Grace'/k' 00059125 10
. 3 Aguayo, Dylan Chrystel Magpanlay&'* 100073691 10

8. In the pop-up window, click the subject and course to drop from the students' requests.

Courses
Search
12 Subjects 12 Courses
Subject Course Course Num
Electives
ENG 2 THROUGH ESOL 1002310
English

ENG 3 1001370

Exceptional Student
ENG 3 THROUGH ESOL 1002320

Math
ENG 4 1001400

Mo Credit
ENG 4 THROUGH ESOL 1002520

Performing Fine Arts

ENG HON 1 1001320
Physical Education
IENG HOM 2 I 1001350

=% Rl &

The selected course is displayed next to Request(s) to Add at the top of the screen.
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# ENG HON 2
Request(s) to Add + Choose more Courses

[ Inelusion
Elective Priority
With
Teacher N/A
Period N/A
Without
Teacher Nja

Period NA [

9. 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.

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

# ENG HON 2
i ssiipes + Choose more Courses

" IInclusion
Elective Priority
With
Teacher  N/A
Period  MN/& B
Without
Teacher  N/A
Period = N/A a
Search Screen | Simple List Customized List
Scheduled into Course(s) Last Year: 1001320
121 Students || 121 Selected Search
Photo Student Student ID Grade

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

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

The Quick List is organized by graduation subject (if graduation subjects are set up by the
district), and allows you to quickly add requests for each requirement and select multiple
choices. If progression plans are set up, then the student's assigned progression plan drives
the courses available for selection.

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.

6 Any requests already entered by the student, teacher, or administrator are listed at
the top of the screen. In the Add a Request: Quick List section of the screen, any
requirements that already have requests entered will have a green check in the
Course/Elective Priority column.

Demographic Enroliment Schedule Requests Grades Absences Activities Referrals History Trall Grad Page Files SSS Choice Billing |Search...

Auto-Schedule this Student ‘ Cinclude Inactive [ Courses For All Grade Levels

1 Request And 0 Alternates Prior Primary School: 2022-2023 (Grade 10) Focus High School - 0041
0.00 Credits And 1.00 Units

Approved by Counselor: || Locked for Students: [

Schedule | Elective

O Course § Credits § Course # § First® Priority 4 Term § Inclusion § With Teacher Without Teacher With Period § Without Period §  Ap
\ i’ | E I W O I I ]I ]l ]
1001340
= [ ENG 2 (1001340) 0.00 @ O [ ®E O ( ® B W L]

Add a Request: Quick List

g
t

21 Requirements
Subject Course / Elective Priority
English W | .
Math [ L]
Science | .
Equally Rigorous course that counts for Science credits | .
World History [ L]
US History [ L]
I =
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@ If grade levels have been set on courses, only courses available to the student's grade
level are available for selection. To add requests regardless of the grade levels set on
the course, select the Courses for All Grade Levels check box at the top-right corner
of the screen.

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

| | ] | S [ [ JACGESS ALGEBRA 1A (7912080) | ] L]
1001340 [[]ACCESS LIB ARTS MATH (7912070) I
= 0 ENG 2 (1001340) 0.00 @ O = []ALG 1-A (1200370) |

| |ALG 2 (1200330}

[C]ANALYSIS OF FUNC HON (1201315)
[P cALCULUS AB (1202310)

[[] AP CALCULUS BC (1202320}

[C]AP STAT (1210320)

I:‘ COLLEGE ALGEBRA (MAC1105)
[Filter 18

Check all visible Clear selecied

Add a Request: Quick List

21 Requirements
Subject Cours

English o

Math 1

Science
Equally Rigorous course that counts for Science credits
World History

US History

iEEEEN

Ameriran Govammeant

5. For electives, enter the Elective Priority.

EXEC INTERN 1 (0500300) [W 2
Electives AVID 3 (1700410) Lk
CRITTHINKSTSKLS (170.. [ 3 @

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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EXEC INTERN 1 (0500300) [W] 2

Elactives AVID 3 (1700410) ¥ -

CRIT THINK ST SKLS (170... [¥] 2

JOURN 7 HON (1006333) [N

0 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.

@ Ifacourseisrequested that a student is currently taking or has already taken, or has
already been requested, a warning message will display stating that there is a conflict
with the chosen course. You can continue to add the request if the student has to
repeat the course or if it is a course the student can take for multiple periods/credits
(e.g. OJT or study hall), or you can cancel the request.

@ fyou have requested a course in any of the core subject groups (Math, Science, Social
Studies, or English) on the behalf of a student, the student cannot request a course in
the same subject group. If the student tries to request a course in the same subject
group via the Student Portal, he/she will receive an error message.

Adding Requests at the Top of the Student Requests Screen

Course requests can be entered directly in the table at the top of the screen.

1. In the Scheduling menu, click Student Requests.

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

o Any requests already entered by the student, teacher, or administrator are listed at
the top of the screen. In the Add a Request: Quick List section of the screen, any

requirements that already have requests entered will have a green check in the
Course/Elective Priority column.

D aphic Enr

Grades Absences Activities Referrals History Trail Grad Page Files S§SS Choice Billing |Search...

Auto-Schedule this Student ‘ [Dinclude Inactive [ Courses For All Grade Levels

1 Request And 0 Alternates Prior Primary School: 2022-2023 (Grade 10) Focus High School - 0041
1.00 Credits And 1.00 Units

Approved by Counselor: [ ] Locked for Students: [

O Course § Credits § Course # § if:;:gu'e EI'?:::::% Term Inclusion § With Teacher Without Teacher With Period § Without Period § Appro
| [ ]| | | o [ mo [ W 1 m N
1001340
=0 ENG 2 (1001340) 1.00 @ O ... L WO [ | | | [ ]

Add a Request: Quick List

£
3

21 Requirements

Subject Course / Elective Priority
English W | /]
Math \ ]
Science [ v
Equally Rigorous course that counts for Science credits [ .

4. In the blank row at the top of the table, select the Course.
The Course # will auto-populate based on the selected course.

D aphic  Enr Grades Absences Activities Referrals L‘;}ow fudlt  Grad E:ge Files SSS Chelce Billing

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

1 Request And 0 Alternates Prior Primary School: 2022-2023 (Grade 10) Focus High School - 0041
2.00 Credits And 2.00 Units

Approved by Counselor: [ | Locked for Students: [

(] Course § Credits § Course # § :::rl';:%ule :L?:f-::;% Term % Inclusion § With Teacher Without Teacher With Period § Without Period § Appro
2000310
|BIO 1 (2000310} K] @ O 1 E O [ LA i L ™
1001340
-0 1.00 @ U B O ( | i [ i | /]

@ Ifacourseisrequested that a student is currently taking or has already taken, or has
already been requested, a warning message will display stating that there is a conflict
with the chosen course. You can continue to add the request if the student has to
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repeat the course or if it is a course the student can take for multiple periods/credits
(e.g. OJT or study hall), or you can cancel the request.

If you have requested a course in any of the core subject groups (Math, Science, Social
Studies, or English) on the behalf of a student, the student cannot request a course in
the same subject group. If the student tries to request a course in the same subject
group via the Student Portal, he/she will receive an error message.

5. Enter the rest of the fields as needed:

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.

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 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, 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, 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.
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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.

0 Teacher and period restrictions can only be set on a request after sections for these
courses have been built. It is advised to place as few restrictions as possible on
requests.

6. Press Enter when finished.

The request is added to the list and is auto-saved.

@ Abarcode 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.

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 school scheduler wants the system to look for and schedule an alternate for a selected

elective course
+ If the school scheduler just wants to indicate alternates, but not have them to schedule

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.

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

Options for Entering Course Requests Page 28



6 Requests And 2 Alternates
6.0 Credits And 6.0 Units

Export: TN Finers: L1

Course 3 Credits § Course # § ?fr::d;lﬁ

[ L)
= ENG 2 (1001340) W 10 w4 g o g
- GEO (1206310) M 10 120030 @ o
- 2-DSTUDIOART 1(... [l 1.0 3
= CULINARY ARTS 3 (... [l 1.0 R
= PERS,CAR,SCH DEV... |8 1.0 2
- WORLD HIST (21093... [i} 1.0 21093109 o oy
= BIO 1(2000310) W 0 el o
= SPANISH 1(0708340) Wl 1.0 0708340 g

Spanish should not be replaced by alternates, so there is no Elective Priority entered
Culinary Arts is needed but the 1 indicates it can be replaced by an alternate

+ Pers, Car will be the first alternate considered to replace Culinary Arts if it can't schedule
+ 2-D Art would be the second alternate considered if Pers, Car couldn’t schedule

Students Enter Requests

The courses available for students to request is based on the courses the district/school has
enabled by selection of the Allow Students to Request This Course check box, set
prerequisites, and set grade level(s) required.

1. In the current year, from the Students menu, select Student Info, and search for the
applicable student. You can also select a student from the Select Student/Staff pull-down in
the header.

2. From the Student Info screen, while viewing the student's record, click the Log In as icon.
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hJ x Abe, Charlie Noel Lizette Garcla ~ Focus High School - 0041 ¥ sis
Student Info -
3558?9 10 %@ E € . Admin ¥ 2022-2023 ¥ 4th 9 Weeks ¥ m

| Enrollment Schedule Requests Grades Absences Activities Referrals Test History Audit Trail Grad Communication a8 %
l
r Files 555  Choice  Billing e
C.
Filter fields... = E Il General Demographics Print a Form/Letter .
ot n Primary Info | Laptop Issue Date Laptop Serial
Number
" 504
4 “ | Acknowledgement Application
(%] n Address | of Admissions... Complete
— Addresses & Contacts Parent Opja ONo @ Yes Parent Notes to
— Requirements... Admissions
& Admin Notes lunderstand that! [ Social Security
j m Application Courses 4 am responsible for...
u . Isyourchild O Oves Willyour childbe  Onya Ono O es
- Athletics currently being... attending Focus...
- m Behavior Screening Grade-levels . Previously Retained )
n Classified Previously Retained
3. From the Student Portal, click Class Requests in the menu.
4. Click Switch to 20XX-20XX school year to enter course requests for the next school year.
6 Requests And 3 Alternates . .
6.00 Credits And 6.00 Units Approved by Counselor: No Locked for Students: No
If youwould like to enter course peamestrfortin-2025=26 P4 school year, please
click hergt | Switch to 2023-2024
=)
Course 4 Credits 4 Course# 4 E',.‘,’o"ﬁ:;’: i Termd WithTeacher | Without Teacher | With Period & | Without Period & | Approved By Teag
2-D STUDIO ART 1 (0101300) 1.00 0101300 3
AP SPANISH LIT &CU (0708410)  1.00 0708410
BAND 1(1302300) 1.00 1302300 1
ENG 2 (1001340) 1.00 1001340
GEO (1206310) 1.00 1206310
INTRO TO MARINE (OCB1000)  1.00 OCE1000

MUSIC THEATRE 1 (0400700) 1.00 0400700 4
SOCIOLOGY (2108300) 1.00 2108300

THEATRE 1 (0400310) 1.00 0400310 2
S

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.

Students can edit and delete their own requests; they cannot modify requests added by an
administrator.
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If the student tries to enter a request to which they don’t have access, already took, or don't
meet the prerequisites set, they will receive an error and won't be able to add the course. A
manual override is available to admins.

%_gﬁ%’;ﬁ;“:ﬂf{ggwﬁﬁs Approved by Counselor: No Locked for Students: No

[ 23 | oFF]
O Course § Credits § Course # § Elr‘lz::‘::yeﬁ Term § With Teacher Without Teacher With Period §  Without Period § Approved By Teacher § Last Modified §
[ B | [—] |
ENG 2 (1001340) ¥ 1.00 o130 || ﬁi:‘fé;;f"i"n'f 10:44 AM
GED (1206310) ¥ 1.00 1206310 [ ] #5?‘35{‘5’&'?; 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 4
Math
Science
Equally Rigorous 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 Aris
Physical Education
Hope
Vocational
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.

7. If an additional elective needs to be requested beyond the three spaces provided, click the
green plus icon.
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|BAND 1 (1302300}
| THEATRE 1 (0400310}

Electives

8. Select the course from the pull-down and enter the Elective Priority.

[BAND 1 (1302300) 1 |
Elect [THEATRE 1 (0400310) =
[2-D STUDIO ART 1 (01013... [§
[MUSIC THEATRE 1 (04007... [W][4 |

|

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.

Error: Mot all of the prerequisites have been taken for SPANISH 2 (0703350)

Cancel

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

6 Requests And 3 Alternates

& Raquests And 3 Alternate: Approved by Counselor: No Locked for Students: No
O Course & Credits %  Course # & IE’::::‘:V.é Term $ With Teacher | Without Teacher | With Period 4  Without Period* | Approved By Teacher§  Last Modified

[ENc2(1001340) %] 1.00 1001340 | oS S05Y 10:44 am
[GEO(1206310) [ | 1.00 1206310 [ Mo ga'S05Y 10.45 am

= 0 INTRO TO MARINE (OC... [N 1.00 oco0 S e
=0 [AP SPANISHLIT & CU (... [N 1.00 0708410 M08, 5053 11:04 AM
= [  [eaoi(ooeaon) M) 100 130300 1 w03, 3053 11:04 A
=0 [THEATRE 1 (0400310} 1.00 0400310 2 M08 3053 11:04 AM
=0 [2DsTUDIO ART 1 (010... [§] 1.00 (AR 3 ﬁ‘é?‘u%’,‘%’é‘%x 11:04 AM
= 0 [MUSIC THEATRE 1 (040... [N 1.00 oago7on 4 M08 3053 11:04 AM
= [  [SOCioLoGY @2iogso) [H 1.00 208300 05, 3053 11:04 AM
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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 Reguests And 3 Alternates
6.00 Credits And 6.00 Units

Eroon L)

O Course 3 Credits y Course # 3 E::::::# Term y
3-D STUDIO ART 1 (010... 0101330 |5 |
ENG 2 (1001340) ¥ 1.00 1001340
GEOQ (1206310) ¥ 1.00 1206310 ]
= O INTRO TO MARINE (OC... [M 1.00 OCB1000 ..
= O AP SPANISH LIT & CU (... 1.00 0708410

13. Press Enter to add the request.

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.

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

6 Reguests And 4 Alternates
6.00 Credits And 6.00 Units

O Course y Creditsy Course # 3 iy

Priority &
[ ]
=]0 Ll L L .
ENG 2 (1001340) ¥ 1.00 1001340 ]
GEO (1206310) ¥ 1.00 1206310 ]
= INTRO TO MARINE (OC... 1.00 OCB1000

a. In the confirmation message, click OK.
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sandbox.focusschoolsoftware.com says

Are you sure you want to delete this record?

Cancel

0].4

16. To delete multiple requests, select the check box next to each request to delete.

6 Requests And 3 Alternates
6.00 Credits And 6.00 Units

Erpore Y
O Course § Credits 3 | Course # 5 E:::;::#
| ™ [ |
[ENG 2 (1001340) ¥ 1.00 1001340 ]
[GEO (1206310) ¥ 1.00 1206310 ]
= () [NTROTOMARINE (oC.. [¥] 1.00 ocBl000 .
=0 (AP SPANISHLIT& CU(... [M] 1.00 070B410 | ..
= U [BAND 1 {13032350] ¥ 1.00 1302300 B
= 0 THEATRE 1 (04003101 [ 1.00 0400310 2
= [2-D STUDIO ART 1 (010... [¥] 1.00 0101300 3
= MUSIC THEATRE 1 (040... [ 1.00 0400700 A
= 0 [SOCIOLOGY (2108300) [ 1.00 2108300

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

[Delete Selected Requests |

Approved by Counselor: No Locked for Students: No

Without Teacher With Period 5

Without Period %

Approved By Teacher 5 Last Modified 5

Weiss, Ashley
Mar OB, 2023 10:44 AM

Weiss, Ashle
Mar 08, 2023 10:45 AM

Abe, Charlie
Mar 08, 2023 11:04 AM
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a. In the confirmation message, click OK.

@ Info for Prerequisites:

Focus will review a student’s grade history and schedule to determine prerequisite
requirements when the student is entering a request:

+ If the student is currently enrolled in the prerequisite course, Focus will assume the
student will pass the course and meet the prerequisite without a grade history record
present. The student will be able to enter the request.

+ For a grade record to meet the prerequisite, the student must have earned credit (the
credits earned cannot be 0) and the grade record must be flagged for Course History.

+ If the District uses extra characters on course numbers, Focus will match the course
numbers exactly when comparing schedule and grade records. BUT if the prerequisite
uses a 7-digit number and the course requested uses an extra character, Focus will
only match on the first 7 digits and may allow the request.

Teachers Approve Student-Entered Requests

If your school allows teachers to approve the course requests that their current students
have entered for the next school year, the Student Requests screen is used to view the
students' course requests and approve or not approve them. You will receive a Portal alert
when there are student course requests awaiting your approval. You will only be able to
view and approve course requests that are within the graduation subject that you teach.
When the scheduling team at your school reviews student course requests, there will be an
indication that you approved or did not approve the course requests.

1. To access the Student Requests screen, click the schedule requests Portal alert.
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% 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 & - ALG 1

Period 7 - AP STAT

Wendy

Message

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

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

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.

2. 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 ‘

Student § Student Id § Current Class § Course Name § Status §
© Nancy 00060190 03 03 - 002 - SHARON | ALG 2 HON |Approved [N
@ Donald 00058551 03 03 - 002 - SHARON PRE-CALCULUS HON [NotReviewed [N
@ John 00076736 0303 - 002 - SHARON ALG 2

3. To approve all course requests in the list,

click Approve All Requests at the top of the

screen.
View Reviewed Requests | IAppmvuAH Requests I
Student § Student Id § Current Class § Course Name § Status §
@ Nancy 00060190 0303 - 002 - SHARON | ALG 2 HON [Approved [N
@ Donald 00058551 03 03 - 002 - SHARON PRE-CALCULUS HON [NotReviewed [N
@ ohn 00076736 0303 - 002 - SHARON ALG 2
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The Status column updates to Approved for all course requests in the list. The selections are
auto-saved.

@ To view 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.

View Reviewed Requests | | Approve All Requests |

| OFF

Student § Student Id § Current Class § Course Name § Status §

Nancy 00060130 03 03 - 002 - SHARON ALG 2 HON Approved
@ Donald 00058551 03 03 - 002 - SHARON PRE-CALCULUS HON Approved
@ John 00076736 03 03 - 002 - SHARON ALG 2 Approved

4. 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.

The previously reviewed course requests are displayed, and can be modified if needed.

Teachers Enter Student Requests

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.

1. In the current year, from the Users menu, select Next-Year Schedule Requests under the
Teacher Programs submenu.

2. To search for a specific teacher, enter the teacher's information in the User text box and click
Search. Then, click the teacher's name in the User column.

3. Select the applicable section from the class section pull-down.
4. For each student, select a course request from the Course pull-down.

5. Click Save when done. Repeat for all class sections.
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Lizette Garcia  Focus High School - 0041 Y sIs
Admin ¥ 2022-2023 ¥  4th 9 Weeks ¥ m

Next-Year Schedule Requests

Teacher Program
& |02-004- 1001370 ENG 3 ]
| &

j “
. Export TN Firter: I3

- Student Name : Student ID : Course :

'@' Abe, Charlie Noel 155879 AP ENG LIT COMPO (1001430) i
& Abregan, Kenna Joy 61843 ENG 2 (1001340) ™

- Acevedo, Emarald Vionn 56443 ENG 4 (1001400) .

Acosta, Dexter D 86685 ENG 2 (1001340) .

- Acosta, Harry P 58780 ENG 2 (1001340) .
\J Adams, Peter Kavinsky 20236 ENG 2 (1001340) .
rgh Adams, Ponyboy Henry 36404 ENG 1 (1001310) .
5! Agregor, Abe Sebastian 50059 ENG 4 (1001400) .

If the teacher selects a course that has already been requested by the scheduling team, the
teacher will not be able to save their choice.

If ACRs have been used to push out requests, teachers cannot override ACR requests unless the
applicable System Preference has been enabled.

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. Go to the Scheduling menu and select Teacher Next-Year Schedule 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.
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O Teacher Next-Year Schedule Request Completion
' Click the red Xs fo make a schedule request for the teacher.
42 Teachers who have students without requests | Search
Teacher Period 1 Period 2 Period 3 Period 4 Period 5 Period 6 Period 7
Adomo, Camille Kay r .4 .4 X A A A A
Austin, Pia J A X A A A
Borchert, Zarina L A

Burgos, Gerald Anne

X X

Canales, Clark W.

X XA

Caraballo, Emilia

XXX
HAHXX

Carbajal, Sandra A

HAHAX
X X

Castellanos, Dioscoro S.

X

Dean, Fulgencio

b 3D b
XX XX
X X

Duarte, Hazel Rosa
Espinoza, Ophelia J

Finley, Kathleen A

XA AN

XX N

A
A

X

Gaona, Steve

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.

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.

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 Program
01-1200330 ALG 2

&* Next-Year Schedule Requests
I OFF
& &

Student Name 5 Student ID S Course :

Aleman, Jennifer Marie 004291 PRE-CALCULUS HO...
Amijo, Charlene Anne 058179 | LG 2 (1200330 Alg...
Bacon, Edna Lynn 020039
Bancroft, Georgia Allen 055461
Beltran, Cathy 063097
Brazell, Quinto 122558 [¥]
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Requests Reports

Request Reports offer useful tools for monitoring and cleaning up student requests. There are
six reports provided. This document will review 4 of the 6 reports.

Requests by Course

The Requests by Course Reports allows the scheduler to view each subject by course and the
types of requests (Total, # of Alternates, # of Inclusion, totals by grade level) for each course.
This is helpful to determine that requests were accurately entered, especially if pushed out by
ACRs.

1. The Requests by Course tab is selected by default.

Students with too few Requests

L Print Requests by Student  Print Requests by Course Duplicate Requests  Students with too many Requests

210 Courses | OFF | |Search

Subject T ﬁz;rse ;uet:lls # #of # of Alternate a:;l::réltlésiun #of 09 #of 10 #of 11 #of12 :{:‘: L?:sts ?i?\::ig:::ts g:{r'as

Math ALG 1 1200310 75 3 71 71 96
ALG 1-A 1200370 75 3 75
ALG 1-B 1200380 50 2 50
ALG 1 HON 1200320 o 20 20 20
AG2 1200330 100 4 145 145 1 46
ALG 2 HON 1200340 60 2 23 23 37
AMALYSIS OF FUNC HOM 1201315 50 2 50
AP CALCULUS AB 1202310 30 1 53 53 23
AP CALCULUS BG 1202320 1] 54 54 54
AP STAT 1210320 50 2 56 56 6
Financial Algebra 1200387 25 1 25
GEO 1206310 125 5 191 181 66
GEQ HON 1208320 56 2 23 23 33
LIB ARTS MATH 1 12073008 o o
LIB ARTS MATH 1 1207300 40 2 40
LIB ARTS MATH 1 1207300A 0 0

a Math Coll. Readiness 1200700 75 3 75

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

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

4. Click the course link to view the course information in the Courses & Sections screen, which
will open in a new tab.

Duplicate Requests

The Duplicate Requests Report displays students that have more than one request for the same
course. This may be ok in certain situations.
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1. Click the Duplicate Requests tab.

Requests by Course LT LTS S Duplicate Requests Students with too many Requests  Students with too few Requests

Dupli q are req for courses 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 EMG HON 2 1001350 4

Salcido, Ansaldo Carlos 00061531 ENG HON 2 1001350 4

Heaton, Chris 00063148 GEO 1206310 4

Dockery, Frederick George 00020021 GEO 1206310 4

Currie, Kay Catherine 00057374 EMG HON 2 1001350 4

Rodarte, 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

2. 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.

3. 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.

Students with too many Requests

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. Click the Student with too many Requests tab.

2. 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.
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Students with too few Requests

Requests by Course Print R: by Print R by Course R Students with too many Requests

Search Screen  Simple List Customized List

Q, Student Search More Search Options
Student Group E]
] Search All Schools
] Include Inactive

Previous Years

Use Most Recent Enrollment

Use Legacy Search

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.

Students with too few Requests

Requests by Course Print Req by Print by Course

q Students with too many Requests

Students with too many requests are d who have d more cl than there are periods in the day. R for long courses are counted as half a request. This
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 delete or modify his or her requests.

Periods in the School Day: o1 Edoz Eos Eos Eos Eos EHor Clos
1 Student with too many Requests |- \ OFF ] |Search |

Student Student ID Gradelevel Number of Requests Number of Credits

Abott, Charlie Christopher Joogzz21 09 8 8.00

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.
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Students with too few Requests

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. Click the Students with too few Requests tab.

2. 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 by Print by Course with too many Requests

Search Screen Simple List Customized List
Q, Student Search More Search Options
Student Group E]

] Search All Schools
[ Include Inactive

Previous Years
Use Most Recent Enrollment

Use Legacy Search

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.

+ 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.
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Requests by Course Print by Print by Course with too many Requests

Students with too few 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 oz Eos Eos Eos Eos Eo7 (oa
| Hide Dismissed Students || Save Dismissed Students |
704 Students with too few Requests | DFF] |Search ‘
Dismiss Student Student Gradelevel Student ID Number of Requests Number of Credits
O Abott, Charlie Christopher 09 00082221 ] 6.00
O Acevedo, Diem Donna 09 00023057 6 6.00
O Adams, Ponyboy Henry 08 00086404 [ 6.00
O Alonso, Isabella Belly 09 00058709 6 6.00
O Alonsg, Mary Shelley 08 00055961 [ 6.00
O Arana, Torcuato Katelynn 09 00087661 [ 6.00
O Aranda, Sara Yasuel 08 00013275 [ 6.00
O Arteaga, Rafaela Micole 09 00061074 [ 6.00
O Atencio, Nancy 08 00060190 [ 6.00
O Bahena, Carl 09 00086055 6 6.00
O Bahena, Kathleen Cannon g 00057788 [ 6.00
O Baker, Duane Marie 12 00060028 6 5.00

3. 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 by Print by Course 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 Fos Fo7 [os
Hide Dismissed Students || Save Dismissed Students |

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

[} Abott_Charlie Christopher 0g 00082221 [ 6.00

O Acevedo, Diem Donna 08 00023057 6 6.00

O Adams, Ponyboy Henry. 09 00086404 [ 6.00

O Alonso, |sabella Belly 08 00058709 [ 6.00

O Alonso, Mary Shelley 0g 00055961 [ 6.00

(]} Arana, Torcuato Katelynn 1] 00087661 [ 6.00

O Aranda, Sara Yasuel 08 00013275 6 6.00

O Arteaga, Rafaela Nicole 09 00061074 [ 6.00

O Atencio, Nancy 08 00060180 6 6.00

O Bahena, Carl 09 00086055 [ 6.00

O Bahena, Kathleen Cannon 08 00057788 6 6.00

Baker, Duane Marie 12 00060028 [ 5.00

Baker, Lucie 12 00083102 [ 5.00

[ Dnlar Dasind An ABAEAOTE & ean

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.

4. To re-display the students that were hidden, click Show Dismissed Students.
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Requests by Course Print R: by Print R by Course R di with too many Requests

Students with too few 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: o1 oz Eos Eos4 Eos Eos Eor Clos
| Show Dismissed Students || Save Dismissed Students |

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

] Abott, Charlie Christopher 09 oooa2z221 [ 6.00

O Acevedo, Diem Donna o] 00023057 ] 6.00

O Adams, Ponyboy Henry 08 00086404 6 6.00

O Alonso, Isabella Belly 09 00058709 [ 6.00

O Alonso, Mary Shelley 09 00055961 [ 6.00

O Arana, Torcuato Katelynn Lije] 00087661 6 6.00

O Aranda, Sara Yasuel 09 00013275 [ 6.00

O Arteaga, Rafaela Nicole o] 00061074 6 6.00

O Atencio, Nancy 09 00060190 [ 6.00

O Bahena, Carl ] 00086055 6 6.00

O Bahena, Kathleen Cannon 0a Q0057768 6 6.00

O Baker, Rosinda ] 00061975 [ 6.00

(] Baldwin, Quinta Sarah 10 00060895 [ 6.00

fm \ruin Qeadnn 11 onnEnaan = Enn

The dismissed students are re-displayed on the report.
5. Click Hide Dismissed Students to hide the dismissed students again.

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

Requests by Course Print by Print by Course with too many Requests

Students with too few 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: Eo1 o2 o3 Eo4 Eos Eos Eo7 o
| Hide Dismissed Students H Save Dismissed Students |

704 Students with too few Requests | \ DFF] |Searoh |
Dismiss Student Student Gradelevel Student ID Number of Requests Number of Credits

(] 09 ‘00082221 6 6.00

(] Acevedo, Diem Donna 09 00023057 [ 6.00

O Adams, Ponyboy Henry 08 00086404 6 6.00

O Alonso, Isabella Belly 09 00058709 6 6.00

O Alonso, Mary Shelley 09 00055961 6 6.00

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

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. Click the Print Requests by Student tab.
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2. 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 with too many Requests
Student | Print Multiple Copies for Custedial Contacts at Separate Addresses
Letterhead 3
M >
More Search Options Template 12" B

—|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.

@ Students with zero requests will have a requests sheet printed.

3. Click Return to Focus to go back to the Requests Reports screen.

0 Return To Focus

= Modules.php 1 /749 —  100% + B &

Live Demo - Focus Student Requests

Abe, Charlie Noel 4400055879
10

Focus High School - 0041

Mar 1, 2023

7 Requests and 2 Alternates, 7.00 Credits
Course i Course Number
2-D STUDIO ART 2 0101310
SPANISH 2 0708350
ENG2 1001340
JOURN 2 1006310
GEO 1206310
WEIGHT TRAIN 2 1501350
INDIV/DUAL SPRTS 1 1502410
CHEM 1 2003340
US HIST 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. Click the Print Requests by Course tab.
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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

Download Class Lists

Include Inactive Students

Reset

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

3. To print a list of students who have requested certain courses, select the Courses.

4. 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.

5. To limit the results by team, select the Team.

6. Select a Letterhead Template, if one is set up for printing requests.

7. To limit the results to a specific student group, select the Student Group.

8. Select Include Inactive Students, if desired.

9. Click Download Class Lists.

Students with too few Requests

Requests by Course  Print Requests by Student

Print Requests by Course LTI R s

with too many Requests

Subjects
Courses |[ENG 1 1001310
Format [PDF
Team

Letterhead Template | None

Student Group  N/A
Include Inactive Students

| Download Class Lists I Reset

The PDF or list is generated.

10. Click Return to Focus when finished.

Example PDF:
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Medules.php

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

Student ID Course Course Num  Elective Priority Inclusion

Abott, Charlie 00082221 09 ENG1 1001310

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 ENG 1 1001310

Banuelos, Dale 00060272 09 ENG1 1001310

Barajas, Kathleen 00059423 09 ENG1 1001310

Barela, Barbara 00021572 09 ENG1 1001310

Students with too few Requests

Requests by Course Print Requests by Student with too many Requests
71 requests 5
Student Student ID Gradelevel Course Course Num Elective Priority Inclusion
Abott, Charlie 00082221 09 ENG 1 1001310
Acevedo, Diem 00023057 09 ENG 1 1001310
Adams, Ponyboy 00086404 09 ENG 1 1001310
Alonso, Isabella 00058709 09 ENG 1 1001310
Alonso, Mary 00055961 09 ENG 1 1001310
Arana, Torcuato 00087661 09 ENG 1 1001310
Aranda, Sara 00013275 09 ENG 1 1001310
Arleaga, Rafaela 00061074 09 ENG 1 1001310
Atencio, Nancy 00060150 09 ENG 1 1001310
Bahena, Carl 00086055 09 ENG 1 1001310
Bahena, Kathleen 00057788 09 ENG 1 1001310
Baker, Rosinda 00061875 09 ENG 1 1001310
Banuelos, Anthony 00061982 09 ENG 1 1001310
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