Alternate Course Requests

The new alternate course requests feature allows up to three alternates to be designated
for each course request, including non-elective courses. This feature is enabled using the
system preference "Use new Alternate Student Course Requests (Permanent once
enabled)" in Setup > System Preferences > Default School Preferences/School Preferences >

Scheduling tab. Enabling this preference is permanent; this preference cannot be disabled
once it is enabled.

@ See Alternate Course Requests for an overview video of this new feature.

@ fyouimport requests from outside of Focus, and you are sending the elective priority
number, you cannot enable the alternate student course requests feature in Focus
until you have changed the import format to meet the new alternates setup.

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

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

students.

K QISR =0 More Search Options
Student Group | .

] Search All Schools

[ Include Inactive
Previous Years
Use Most Recent Enrollment

Use Legacy Search w

3. In the search results, click the student's name.

Search Screen Simple List | Customized List Customize Student List

Student: acevedo

2 Students |1 Search @
Photo Student Student ID Grade
mv Acevedo, Diem Donna 00023057 09
a v [Feevodo.Ermara Vo | 00058443 2
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@ Anyrequests 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(s) column.
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Add a Request: Quick List

18 Requirements
Subject Course(s)

English Language Arts W

Mathematics

Geometry or equivalent

l

l

Algebra | or equivalent [
l

l

Biology or equivalent or postsecondary course identified as a biology credit

@ |f 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.
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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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Demographic  Enrollment Schedule Requests Grades Absences

Activities Referrals Test History Audit Trail Grad Communication SSS Choice Billing

[ Auto-Schedule this Student | [ Include Inactive [ Courses For All Grade Levels
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@ To quickly locate a course in the list, begin typing the course name or number in the
Filter field at the top of the pull-down. Matching courses will display in the list for

selection.

ALG 1-A (1200370)

[ ] ALG 2 (1200330)

ALG 2 HON {1200340)

ACCESS ALGEBRA 1A (7912080)
COLLEGE ALGEBRA (MAC1105)
|__|Financial Algebra (1200387)
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LIBERAL ARTS MA (MGF1106)

Check all vigible Clear selected

5. Once the course selections have been made, click Save.
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| Save |

Add a Request: Quick List

18 Requirements
Subject Course(s)
English Language Arts # | .

Mathematics
Algebra | or equivalent

Geometry or equivalent

Biology or equivalent or postsecondary course identified as a biology credit

Equally rigorous course that counts for science credit
World History

United States (American) History

United States (American) Government

Economics

Practical Arts with artistic content

Performing Fine Arts

Physical Education

Personal Fitness

|AP CALCULUS AB (1202310) [¥]
[
l

|
|PHYS 1 (2003380)

[
|AP U.S. HIST (2100330)

|
|
|
l
|
l

The course requests are added to the table at the top of the screen. You can now designate
alternate course requests, select Inclusion, designate with or without a specific teacher, and
more. See Adding Requests at the Top of the Screen for more information on using these

options.
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6. Click Save at the top of the screen to save the requests.
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o If a course is requested 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 Screen

Course requests can be entered directly in the table at the top of the screen. You can also
designate alternate requests, set the Inclusion option, designate with or without a specific
teacher or period, and other options.

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

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

K QISR =0 More Search Options
Student Group | .

] Search All Schools
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3. In the search results, click the student's name.

Search Screen SimpleList © List Cu Student List
Student: acosta
2 Students | [Search
Photo Student Student ID Grade
g- 000868 10
m v Acosta, Harry P @ 00058780 10
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@ Anyrequests 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(s) column.
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Add a Request: Quick List

18 Requirements
Subject Course(s)

English Language Arts w [

Mathematics [

Algebra | or equivalent

(
Geometry or equivalent [
[

Biology or equivalent or postsecondary course identified as a biology credit

4. In the blank row at the top of the table, select the Course.
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2-D Studio Art 1 (0101300)
2-D Studio Art 2 (0101310)
2-D Studio Art 3 Hon (0101320)
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18 Requiremen

Subject 3 DIMENS FOUNDATIONS (ART1203) Course(s)
3-D Studio Art 2 (0101340

English Language ( ) V [

3-D Studio Art 3 Hon (0101350)
Mathematics Abnormal Psychology (CLP3144) [
Algebra | or equiv] ABUSED SUBST/EFFECTS (HUS2400) [

ACCESS ALGEBRA 1A (7912080)
Geometry or equi [
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@ To quickly locate a course in the list, begin typing the course name or number in the
Filter field at the top of the pull-down. Matching courses will display in the list for

selection.
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The Course # will auto-populate based on the selected course.
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@ 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.
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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:

Field

Credits

Alternate Course Requests

Description

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 0 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 0 credits.

Other states: It will only refer to the column
Total Credit in the Course Catalog. If there is
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Field Description

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.

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

Schedule First

Select the check box if the Scheduler should

Don't Schedule not schedule this course request.

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.

Term

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 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.

For each course request, up to three
alternate course requests can be designated.
If the primary course request cannot be
scheduled, the system will try to schedule the
Alternate Course 1. If the Alternate Course 1
cannot be scheduled, the system will try to
schedule the Alternate Course 2, and so on.

Alternate Course 1, Alternate Course 2,

Alternate Course 3 Note: When this feature is enabled, any
previously entered course requests that were
using the Elective Priority column will be
migrated to use this new format. For
example, if there was a course request with
an Elective Priority of 1, another with an
Elective Priority of 2, and another with an
Elective Priority of 3, the course request with
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Field Description

the Elective Priority of 1 will become the
primary course request, with the Elective
Priority 2 course displaying in the Alternate
Course 1 field and the Elective Priority 3
course displaying in the Alternate Course 2
column.

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 Teacher, Without Teacher

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.

With Period, Without Period

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

Approved by Teacher 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.

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

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

The request is added to the list.

Demographic  Enrollment  Schedule

Ri ds Ab: Activities Referrals  Test History  Audit Trail Grad Communication SSS Choice Billing
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7. Continue adding course requests. Click Save when finished.
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o Above the requests table, the number of requests and alternates are displayed. The
total number of credits and units requested are also displayed. The units are
calculated based on the course length set on the course: Full Year is 1 unit; Semester is
.5 units, etc. The credits for each course pull from the Course Catalog:
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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 0 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 0
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.

| 7 Requests And 4 Alternates Prior Primary School: 2023-2024 (Grade 09) Windy High School
6.50 Credits And 6.50 Units
Approved by Counselor: (] Locked for Students: [
(#]] viglL v @ ¥ o B e v =2 O v O v| O
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v v ¥ | First4 Schedule v ¥ ¥ - E
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Q 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.
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Editing Requests

At the top of the screen, edit any of the course request fields as needed and click Save.

Auto-Schedule this Student | (J Include Inactive () Courses For All Grade Levels
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Deleting Requests Individually

1. Click the red minus sign to the left of the request.
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coxt PN - Gl oo counee

O Course 3 Credits § | Course # § ‘:;_T:d;m g’::;;ule: Term § Inclusion § = Alternate Course 1 § Alternate Course 2 § Alternate Course 3 §
I — o]l oL mo | i B |
1001340
=l o 100 3 o mo | X B
0101300
=0 50 [ MO oo B HoRus a0 18 |
0708350
=0 100 D ol mo | Ul m
1206310
=0 110 ol ot mo | W W
2100310
= 0 100 0 o WO l i B
2003340
=0 o o _mo | B B
1503310
=0 050 O 0 MO ewiTeniason. W Tensicsoion 8 |

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

Are you sure you want to delete this record?

i
The row will be grayed out.
3. Click Save to complete deletion.
Demographic  Enroliment  Schedule Requests Grades Absences Activities Referrals TestHistory Audit Trail Grad Communication SSS Choice Billing
Auto-Schedule this Student | (J Include Inactive () Courses For All Grade Levels
7 Requests And 4 Alternates Prior Primary School: 2023-2024 (Grade 09) Windy High School
6.50 Credits And 6.50 Units
Approved by Counselor: () Locked for Students: [
]
O Course § Credits § | Course# § ‘;E:id:mg ?c‘:‘e‘:ﬁule: Term § Inclusion § | Alternate Course 1 § Alternate Course 2 § Alternate Course 3 §
| [—— ] | ol o |C____mo | B B H
Eroziooio ¥ 100 UG — B W v
= 0O [2-D StudioArt 1 (010... [§] 100 0101300 =] o [ "JWMo 3D Studio Art 2 (010... [¥] [CHORUS 1(1303300) ¥ |
=0 [Spanish 2 (0708350) 1,00 0708330 m] a | | = ( B | H
= 0 [ceoqzossi) [ 100 0 o = i— = \ o | B
= O |US HIST (2100310) 100 Zar O m B O [ B B
= 0 [CHEM 1 (2003340) 100 2003340 0 o [ WMo \ L B
= 0 |BASKETBALL (1503... 0.50 1503310 0 ] 9O |Weight Train 1 (1501... [¥] [TENNIS 1(1504500) [¥] |
Deleting Multiple Requests
1. Select the check box next to each request to delete, or select the check box in the column
header to select all the requests in the table.
2. Click Delete Selected Requests at the top of the screen.
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D graphic  Enroll Schedule Ri s Ab Activities Referrals TestHistory Audit Trail Grad Communication SSS Choice Billing

| Delete Selected Requests | | Auto-Schedule this Student | O Include Inactive ] Courses For All Grade Levels

7 Requests And 4 Alternates Prior Primary School: 2023-2024 (Grade 09) Windy High School
6.50 Credits And 6.50 Units

Approved by Counselor: [ Locked for Students: [

Course § Credits § | Course# 3 ‘éfgide“e Ecc:'e';uleﬁ Term 3 Inclusion § = Alternate Course 1 § Alternate Course 2 § Alternate Course 3 §
| [ ] | o oL mo | B B N
1001340
= 100 e 0 | 0 Mo | B B
0101300
= 2-D Studio Art 1 (010... 1.00 0O m] " PMo [3-D Studio Art 2 (010... [¥] [CHORUS 1 (1303300) [¥] |
0708350
= 100 o o [ mo | W M |
1206310
= GEO (1206310) 1.00 a o | WMo [ L L
2100310
= US HIST (2100310) 1.00 a o ([ B8O [ | i B
2003340
= @ [oetomio 8 100 o o [ mo | B B
1503310
= 050 O 0 [ W0 (WemTenisor. ¥ TENNS 115045000 ) |

3. In the confirmation message, click OK.

sandbox.focusschoolsoftware.com says

Cancel

n
‘ Are you sure you want to delete the checked records?
i

The selected rows will be grayed out.

4. Click Save to complete deletion.

Demographic  Enrollment  Schedule Ri ds Ab: Activities Referrals TestHistory Audit Trail Grad Communication SSS Choice Billing

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

7 Requests And 4 Alternates Prior Primary School: 2023-2024 (Grade 0%9) Windy High School
6.50 Credits And 6.50 Units

Approved by Counselor: [ Locked for Students: [

[

Course 3 Credits § | Course# § ‘éfgid;h Ecc:'e';ule N Term § Inclusion 3 | Alternate Course 1 § Alternate Course 2 § Alternate Course 3 §
\ [—— ] | | o] o [C—®mo B B ]
Erg2ctoors0) W) 100 N R ( ]l W ¥
0101300
20 Studio At 1010... [¥) 100 ° (— (30 Studlo A2 010... [¥] [CHORUS 1 (1303300) [¥) | v
Soananz 70630 9] 100 TG (R [ B H ¥
(GEO (1206310 M) 100 G ™ ( W W *
uskisT@ioesio) ) w00 G — l B B | v
CRE T oose) W) 100 g (E— [ i B F
1503310 . .
BASKETBALL (1503... [¥) 050 ° (— Weight Train 1 (1501... [¥] (TENNIS 1 (1504500) [¥) | v
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Auto-Scheduling the Student

The Auto-Schedule feature is used to schedule a student based on the course requests and
available seats in sections.

1. Once all course requests have been entered for the student, click Auto-Schedule this
Student at the top of the screen.

Demographic  Enroliment  Schedule Requests Grades Absences Activities Referrals TestHistory Audit Trail Grad Communication SSS Choice Billing

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

7 Requests And 4 Alternates Prior Primary School: 2023-2024 (Grade 09) Windy High School
6.50 Credits And 6.50 Units
Approved by Counselor: [ Locked for Students: [
ovort Y Fiter Gl Togle Columne
a Course § Credits 4 | Course# § ﬁ:id:me Ec(:;;ule N Term 4 Inclusion § = Alternate Course 1 § Alternate Course 2 4 Alternate Course 3 §

. B | o[ o | BO | L] L] d
1001340

= 0 Eng 2 (1001340) F w00 O H O L] /] id
0101300

= 2-D Studio Art 1(010... [¥] 100 ] O [ Jm] 3-D Studio Art 2 (010... [¥] [CHORUS 1 (1303300) [¥] v
0708350

= 0 Spanish 2 (0708350) |¥] 100 0 0 EH o L] L] i
1206310

= 0 GEO (1206310) F 100 0O O B o L] L] L2
2100310

= O US HIST (2100310)  [¥] 1.00 =] O B O /] /] 52
2003340

= 0 CHEM 1(2003340)  [¥] 1.00 0 ] | e [\]] L] ™
1503310

= 0 BASKETBALL (1503... [¥] 050 0 0 B O Weight Train 1 (1501... [¥] | TENNIS 1(1504500) [¥)] ™

Focus will attempt to schedule the student based on the course requests and available seats
in sections, and the resulting schedule will display. All scheduled courses display in the
schedule section of the screen, and any unscheduled courses display at the bottom of the
screen in the Unscheduled Requests section.
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% Finished
85.71% of 7 requests filled.

Demographic  Enroliment Schedule Requests Grades Absences Activities Referrals TestHistory Audit Trail Grad Communication $SS Choice Billing

=0 - U Edshow Florida Fields
Effective Date: |August v |12+ | 2024 v Include Inactive Courses = Course List  Weekly Planner
(Aug l l ‘ izl v [Jshow Vocational/WDIS Fields

Prior Primary School: 2023-2024 (Grade 09) Windy High
School

7 Classes |1 T E—— | Gustomize Golumns | | Mass Update |

Exclude ELL Class
Delete Course Meeting FTI
Course Period - Teacher Section Room Term Enrolled Dropped from FEFP Number Instructional Minutes
0O Number Days Estima
FTE Model Weekly
u Eng2 01.01-01000 - 1001340 01000  MTWHF 411 Full Year IF Aug 12,2024 - X 103 5:12 Basic  N/A 260 0867
o BASKETBALL  0202-02000- 1508310 02000  MTWHF GYM S 1 Augi12,2024 - P 103-9:12 Basic N/A 260 0867
O BASKETBALL2 0202 - 02000 - 1503315 02000 MTWHF GYM  Semester 2 .P Aug 12,2024 - x N/A N/A 260 .0867
n .

Search for a section to add

[Any Subject v| . [Any Periodv|  [Any Teacher v| [Full Year ]
Subjoct Course Number I:l Course Title :l Section 1D I:I — —— Tam Search

N 4 | B
1 Unscheduled Raquest| Auto-Schedule this Student ‘ 5=
Request Available Seats Sections Has an Un-filled Alternate? Teacher Period
+ Spanish 2 210 7

2. To manually add a section to the student's schedule for an unscheduled request, overriding
the restrictions that prevented the student from being automatically scheduled, click on the
request link under Search for a section to add.

Search for a section to add

[Any Subject ~| _ [Any Period~| [Any Teacher ~|  [Full Year ~]

Sublect Course Number :l Course Title :l Section 1D :I — — — Search

1 Unscheduled Raquest| Auto-Schedule this Student ‘ [F=) EH
Request Available Seats Sections Has an Un-filled Alternate? Teacher Period

tgpanish 2 I 210 7

3. In the pop-up window, click a section to add to the student's schedule.
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Student Schedule

) Courses

? Anthony, Vernon Dudley .

10078990 - 11

View/Edit this Course List Students in this Course List Unfilled Requests in this Course

=]

Search

14 Subjects
Subject

wa
4 Courses

Course

wa
6 Sections

Course Num Section

s

Available Seats

Mo Credit
Performing _Fine Arts
Physical Education
Practical Arts
Science

Social Studies
Temp

Vocational

AP SPANISH LANG & CU

AP SPANISH LIT & CU

SPANISH 1

SPANISH 2 Period 5 -

Period 6 - 001 - Mateo W Alanis

Period 1 - 003 - Mateo W Alanis

Period 2 - 004 - Mateo V Alanis

Period 3 - 002 - Mateo V Alanis

005 - Mateo V Alanis

World Languages

Period 7 - 007 - Mateo V Alanis

32

32

32

32

32

32

The selected section is added to the student's schedule.

o After the student has a schedule and you want to auto-schedule the student again, you

need to delete the existing schedule first.

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

Alternate Course Requests

Page 20



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. Click Class Requests.

Portal

School Information
My Information
Change Requests
Preferences
Calendar

Request Conference

Class Schedule

Class Requests

Grades
Progression Plan
Portfolio

Grad Reqgs

Test History

Test History Report

OREBE*>Fiwsemeca

Standard Grades

® Messenger [ 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 O Alternates
2.00 Credits And 2.00 Units

Approved by Counselor: No Locked for Students: No

[P EQJJ] Tovse coamne
O Course ¢ Credits § | Course# § Term y Alternate Course 1 § Alternate Course 2 y Alternate Course 3 3 With Teacher | Without Teacher | With Period § | Without Period § | Last Modified §
Weiss, Ashley
Eng 2 (1001340} ¥ 100 1001340 v v v Apr 10,2024 11:11 AM
GEO (1206310) ¥ 100 1206310 v v v Wieiss. Ashley

Apr 10,2024 11:11 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.

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

graduation requirement.

Add a Request: Quick List

18 Requirements
Subject

English Language Aris

Mathematics

Algebra | or equivalent

Geometry or equivalent

Biology or equivalent or postsecondary course identified as a biology credit
Equally rigorous course thal counts for science credit
World History

United States (American) Histary

United States (American) Government

Economics

Practical Arts with artistic content

Performing Fine Arts

Physical Education

Personal Fitness

World (Foreign) Language Electives

Career & Technical (excluding courses coded PA)

Non Credit

Course(s)

4

| us HisT (2100310)

FEFEEFE S EEEEEEEE

|

3. After entering the requests in the Quick List, click Save.

Alternate Course Requests
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Add a Request: Quick List
18 Requirements

Subject Course(s)

English Language Arts L4 :‘
waemates =
Algebra | or equivalent :‘
Geomelry or eguivalent V :‘
Biology or equivalent or postsecondary course identified as a biology credit I
Eqgually rigorous course that counts for science credit m‘
wors ity R
United States (American) History
United States (American) Government I
Economics E—
Practical Arts with artistic content :‘
Performing Fine Arts :‘
Physical Education |BASKETBALL (1503310) %)
Personal Fitness I
World (Foreign) Language Electives
Career & Technical (excluding courses coded PA) :‘

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.

4. 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 (07038350)

Cancel

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

; ggq{ll-lr?:ist :Rgc(lj f&;ﬁr?ités Approved by Counselor: No Locked for Students: No
Credits § Course# § Term§ Alternate Course 1 5 Alternate Course 2 & Alternate Course 3 3 With Teacher | Without Teacher | With Period § | Without Peri
| I m ‘ ‘ [ I H| o |
[Eng2(1001340)  [¥] 100 1001340 [ B B ]
[GED (1206310)  [¥] 100 1206310 [ B ( | L]
=0 zoosato l Tl i H
=0 zro0s10 l Ll i H
=lo | i i H
=l o330 l i Ol B

5. To add alternate requests for a course, select a course in the Alternate Course 1, Alternate
Course 2, and Alternate Course 3 fields.
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If a primary course request cannot be scheduled, the system will attempt to schedule the
Alternate Course 1. If the Alternate Course 1 cannot be scheduled, the system will attempt to
schedule the Alternate Course 2, and so on.

& Requests And 2 Alternates

200 Credits And 2.00 Units Approved by Counselor: No Locked for Students: No
O Course § Credits § Course# & Term % Alternate Course 1 % Alternate Course 2 4 Alternate Course 3 § With Teacher | Without Teacher | With Period § | Without Peri
| [—— ] \ \ I B B | |
[Enszqio0is0) W) 100 1001340 l B m »
(GEG S W) 100 1206310 ( B B ]
=|0 2003340 | 1l i 0
=| 0 [US HIST (2100310)  [¥] 2100310 [ . [ ( [¥]
=| 0 1503310 I[Weighl Train 1(1501... [¥] |PERS FIT (1501300) [¥] [v]
= [Spanish 2 (0708350) W] 0708350 [ N | 2l 7]
6. Click Save to add the course requests.
g‘ggqé‘rf:istmzfggwﬁits Approved by Counselor: No Locked for Students: No
O Course § Credits § Course#§ Term 3 Alternate Course 1 § Alternate Course 2 § Alternate Course 3 § With Teacher | Without Teacher | With Period § | Without Peri
| [ ] \ \ I 1 B ] |
Eroz(oniso) ¥ 100 100140 | B Ik ¥
GEo (om0 ¥ 100 1206910 | ™ | W w
=|0 2003340 | ® H v
= [US HIST (2100310)  [¥) 2100310 [ N | N [v]
=( 0 1503310 |Weight Train 1 (1501... [W] |PERS FIT (1501300) [¥] | =
=(0 |Spanish 2 (0708350) ] 0708350 [ M H | L]

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

6 Requests And 2 Allternates B,
2.00 Credits And 2.00 Units Approved by Counselor: No Locked for Students: Ne
Toggle Columns
O Course 4 Credits $ Course# 4 | Term § Alternate Course 1 & Alternate Course 2 § Alternate Course 3 § With Teacher | Without Teacher | With Period § Without Peri
| |[cHorus 1 1303300) [¥]| [ 1303300 | I .‘| .‘| .‘ ‘
E
Q, Filter... !_ [ M B L]
CHORUS 1 (1303300) B ]l ]
=|0 CLASSICAL MYTHOLOGY (CLT1500) | i | ]
=0 COLLEGE ALGEBRA (MAC1105) M | M | 7]
=0 COLLEGE SUCCESS (SLS1101) ght Train 1 (1501... [¥] |PERS FIT (1501300) [¥] | [v]
=0 COMPOSITION | (ENC1101) B Ll K2
COMPUTER APPLICATION (CGS1570) - Z DE Courses
COMPUTER APPLICATION (CGS1570) - Z DE Courses
Add a Request Concepts in Chemistry Lab (CHMLO20)
CONNECTION NETWORKS (CET2026)
18 Requiremen .\ rEmp LITERATURE (LIT2090) —
Subject Course(s)

8. Select an Alternate Request 1, Alternate Request 2, and Alternate Request 3, if desired.
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g_g%ﬁﬁii?ﬂg};ggﬁﬁiﬁs Approved by Counselor: No Lacked for Students: No

O Course § Credits $ | Course# % | Term § Alternate Course 1 & Alternate Course2 % Alternate Course 3 % With Teacher 'Without Teacher | With Period 4 | Without Peri
| |\CHDRUST (1303300) .| |13033m | I\zDsnumnAﬂzmm,,, .|\3D Studio Art 2 (010.... .I\ .| |

100 1001340 [ K K ]

GEO@EG ¥ 100 1206910 [ 1 1 "
= CHEM 1 (2003340} 2003340 [ . ( . [ .
=] [US HIST (2100310) . 2100310 ( . ( . ( .
=0 1503310 [Weight Train 1 (1601... [¥] [PERS FIT (1501300) [¥)] | [¥]
= [Spanish 2 (0708350) [¥] 0708350 [ M 9 | L]

9. Press Enter to add the row.

;_g%ﬁﬁii?ﬂg;ﬁggwﬁit;s Approved by Counselor: No Lacked for Students: No

0 Course Credits 3 | Course# 4 | Term & Alternate Course 1 & Alternate Course2 & Alternate Course 3 & With Teacher Without Teacher | With Period 3 | Without Peri

[ E—— ] | | [ B B | |

=)0 CHORUS 1(1303300) [¥) 1303300 2.D Studio At 2 (010... [¥] 3-D Studio Art 2 (010... [¥] ]
Eng 2 (1001340) ¥ 100 1001340 [ M [ W L]
GEO(ZE0 W 100 1206310 [ W W v

=0 [CHEM 1 (2003340} [¥) 2003340 [ M M 2]

=D 2100310 ( M M 5

= 0 |BASKETBALL (1503... [¥) 1503310 Weight Train 1 (1601... [W] PERS FIT (1501300) [¥) | 1]

=0 0708350 ( i Tl ®

10. Continue adding additional course requests as needed. Click Save to save the course
requests.

;_gg%’;ﬁ?mﬁgﬁﬁff Approved by Counselor: No Locked for Students: No

=]

O Course 4 Credits § | Course# 4 | Term § Alternate Course 1 Alternate Course 2 § Alternate Course 3 § With Teacher Without Teacher | With Period § | Without Peri
[ ]| | | [ B B ] |
= 1303300 2-D Studio Art 2 (010... [¥] (3-D Studio Art 2 (010... [¥] 3]
Eng 2 (1001340) ¥ 100 1001340 ( B A ]
GEO(1208310)  [¥] 100 1206310 [ L B 2
=0 [CHEM 1 (2003340)  [¥) 2003340 ( [ M =
=|0 2100310 [ B B 5
= [BASKETBALL (1503... [¥] 1503310 [Weight Train 1 (1501... [¥] [PERS FIT (1501300) [¥] | =
SE o7oeaso [ i W 5

11. To modify a request entered by the student, select a different Course or change the
Alternate Course 1, Alternate Course 2, or Alternate Course 3. The rest of the fields cannot
be edited by the student.

12. Click Save.
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7 Requests And 4 Alternates
6.50 Credits And 6.50 Units

Approved by Counselor: No Locked for Students: No

=1,

) el viel v ol | © v] Ol | © *|©L__v| Ol 1oL vl v
(] Course § Credits § Course# § | Term § Alternate Course 1 § Alternate Course 2 § Alternate Course 3 § With Teacher | Without Teacher | With Period § | Without Perlod § | Last Modified §
I — ] | | I I m| ] | | | |
[Eng2(1001340)  |¥| 100 1001340 [ H N ] Ao 16, 3024 11:11 b
[GEo(1z208310) W) | 100 1206310 [ W B 7] R o505 11:01 Am
=| 0 [cHEM 1 (2003340)  [¥] 100 2003340 [ |} ® | L] ﬁ‘;rﬁi%ﬁzdfn:zom
= [ | USHSTEiHE [N 100 2100310 [ B Ll 1] Ao 15 3624 1 20 AM
= 0 |BASKETBALL (1503... [§] 0.50 1503310 | Weight Train 1 (1501._. [¥] |PERS FIT (1501300) [W] | [v] m”{‘é:;‘ﬂ“ﬂ"uzmmﬂ
= ) [Spanish 2 (0708350) 100 0708350 [ W W L] Q‘;r{g:%ﬂaﬂ;mm
= 0 |CHORUS 1 (1303300) 100 1303300 [2-0 Studio At 2 (010... [¥] [CERAMPOT 1 (0102... [§] | ] e e 11:24.AM

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

7 Requests And 4 Alternates
6.50 Credits And 6.50 Units

Approved by Counselor: No Locked for Students: No

(m] Course 3 Credits 3 | Course# 5 | Term 3 Alternate Course 1 3 Alternate Course 2 § Alternate Course 3 § With Teacher | Without Teacher | With Period § | Without Period § | Last Modified §
T ® [ [ 0 Ol |

[Ena 2 (1001340) 100 1001340 [ B B [ ] m‘?ﬁ%‘ﬁnnmm

[GEo(zEsio) ¥ 100 16310 [ M| o L] P 36,3084 11:11 A
El [ [cHEMiossséor  [§) 100 2003340 [ ® B 7] AT S5 11,20 AM
= 0 [Us HIST (z100310)  [W) 100 2100310 [ W B ] ﬁﬂf?&:'ﬁgﬂanzzo.w
=0 [BASKETBALL (15033 [¥] 050 1503310 [Weight Train 1 (15013__[¥) (PERSFIT(i501300) W) [ [W ﬁ‘;f"fé:%‘ﬂanm,w
= 0 |Spanish 2 (0708350) 100 0708350 [ M B [*] ﬁﬂfTé:%’z‘ﬁhzoAM
= 0 |cHORUS 1(1303300) [¥] 1.00 1303300 |20 Studio At 2 (0101 [¥] [CERAMPOT 1 (0102 [§] | [¥] A e

14. In the confirmation message, click OK.

sandbox.focusschoolsoftware.com says

Are you sure you want to delete this record?

Cancel

The row will be grayed out.

15. Click Save to complete deletion.

7 Requests And 4 Alternates
6.50 Credits And 6.50 Units

Approved by Counselor: No Locked for Students: No

[E=]

O Course & Credits & | Course# & | Term & Alternate Course 14 Alternate Course 2 & Alternate Course 3 & WithTeacher | Without Teacher | With Period & | Without Period & | Last Modified 4
[ | B | \ [ B B ]
[Ena 2 (1001340) 100 1001340 [ B B [ ] m‘?ﬁ%‘ﬁnnmm
[GEo(zsio) ¥ o0 | 1206310 [ M| o ] A 16,3084 11:11 A
[GHEM T (2005340) W] 100 2003340 [ | | ] Ao 15 5651100 am
= 0  [sHsT@ieoo) [ 100 2100910 [ W B L] Ao 16, 2055 11:20 AM
=0 [BASKETBALL (15033 [¥] 050 1503310 [Weight Train 1 (15013__[¥] (PERSFIT(1501300) [ [ W 2‘;‘?"36:%"5’1’112“»4
=0 |Spanish 2 (0708350)  [W) 100 0708350 [ Ll [ L] A 10,2034 11:20 AM
=0 [cHoRus 1(1303300) [¥) 1.00 1303300 |2-D Swdio Art 2 (0101... 8] [CERAWPOT 1 (0102... [ | ] A SioaA 1124 AM
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16. To delete multiple requests, select the check box next to each request to delete.

g- E(‘;C‘C“reesd'f‘:.::: :gg U‘:ilés Approved by Counselor: No Locked for Students: No
O Course 3 Credits 3 | Course# § | Term § Alternate Course 1 3 Alternate Course 2 § Alternate Course 3 § With Teacher | Without Teacher | With Peried § | Without Period § | Last Modified §
I (— ] | I B m[ ]
[Eng2(1001340]  [¥] 100 1001340 [ H | Ll ] Ao 16,2002 11:11 AM
[GEO(1206310) ¥ 100 1206310 [ M | = | L} A o/ 1088 11:01 am
[us HisT (2100310)  [¥] 100 Sl [ L] ] L] i::Té: S6p11:20 AM
[BASKETBALL (15033... [¥] 050 1503310 [Weight Train 1 (15013... [¥] [PERS FIT (1501300) W) | [v) A 051,20 AM
[Spanish 2 (0708350)  [¥] 1.00 0708350 [ | i | il ] TS 65120 aM
|CHORUS 1 (1303300} 100 1303300 2D Studio Art 2 (0101... [ |CERAMPGT 1 (0102... [§] | [v] ﬁﬂf'{'&: o 20 aM

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

Delete Selected Reguests

g, ;";‘&“ﬁé‘f;xg: ::l_’té [Z‘:ilés Approved by Counselor: No Locked for Students: No
[a] Course Credits & | Course# 4 | Term & Alternate Course 14 Alternate Course 2 & Alternate Course 3 With Teacher | Without Teacher | With Period 4 | Without Peried & | Last Modified 4
| [ ] | | [ ] )] B

[Eng 2 (1001340) [¥) 100 1001340 [ B | B L} A 36 5004 1111 AM

(GEorizoesis ¥ 100 1206310 [ Sl H | B Ao o/ 2088 11:11 AM
= [UsHsTiooato) [N 100 21003i0 [ B ] ] Ao 16, 3054 11:20 AM
= 0 [BASKETBALL (15033... [¥] 0.50 1503310 [Weight Train 1 (15013.... [¥) [PERS FIT (1501300)  [W) | ] A S05E 11,20 AM
= [Spanish 2 (0708350) 100 0708350 [ H B 5] A a4 1120 AM
= O [CHORUS 1 (1303300) [N | 100 1303300 2D Studio At 2 (0101... [ | |CERAMPOT 1(0102... [§] | [v] A0, 5054 11.24 AM

18. In the confirmation message, click OK.

sandbox.focusschoolsoftware.com says

Are you sure you want to delete the checked records?

Cancel

The selected rows will be grayed out.

19. Click Save to complete deletion.

& Requests And 4 Alternates . s
6.50 Credits And .50 Units Approved by Counselor: No Locked for Students: No

]

(m] Course § Credits § | Course# § | Term § Alternate Course 1 § Alternate Course 2 § Alternate Course 3 § With Teacher | Without Teacher | With Peried § | Without Period § | Last Medified §
I — \ [ B [ B
[Ena2(1001340)  |[¥] 100 1001340 [ W M| L] A 102024 11:11 AM
[GEO(1208310) W) 100 1206310 ( L H M| = miféggﬁvnmm
[USHIST (2100310)  [¥) 100 2100310 [ B ® v AneTs S5 1120 am
=0 [BASKETBALL (15035... [§] 050 1503310 [Weight Train 1(15013... [§] [PERS FIT (1501300) W) | 2] A 054 11:20 AM
[Spanien2(0708350) |¥) 100 0783z [ W W ] Bor 16, 30541120 Am
= 0 [CHORUS 1 (13033001 M) 100 1303300 [2D StudicArt 2 (0101... [¥) [CERAMIPOT 1(0102... [N | ® A S04 11:24 AM
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Students cannot modify or delete requests entered by administrative staff or teachers.

Mass Requests

On the Mass Requests screen, the Elective Priority field on the Add and Replace tabs will not

display. Three "Alternate Request(s) to Add" fields will display instead, allow up to three

alternates to be designated. These selections will display in the Alternate Course 1, Alternate

Course 2, and Alternate Course 3 fields on the Student Requests screen.

Add Drop Replace
Requestis)toAdd | AP CALCULUS AB (1202310) B choose
Alternate AP CALCULUS BC (1202320) [§) [choose
Request(s) to Add E] -
005
E] IChoose

Inclusion

With Teacher

With Period

INFA

INFA

Without Teacher NIA

Without Period

INFA

If more than one course is selected in the "Request(s) to Add" pull-down, the "Alternate
Request(s) to Add" pull-downs are grayed out and cannot be used to add alternates.

Add Drop Replace

Request(s) to Add | 2-D Studio Art 1 (0101300), 3-D Studio Art 2 (0101340)

Choose

Alternate
Request(s) to Add

Choose

Choose

Choose

Inclusion

With Teacher

With Period

Without Teacher

Without Period

N/A

MN/A

N/A

N/A

Alternate Course Requests

Page 28


https://focus.screenstepslive.com/s/admins/m/sis/l/1786657-new-mass-requests

