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Focus University Training Document  

Training Agenda 
 Portal Navigation review 
 Discipline 

o Entering a referral (As a Teacher) 
o Entering a referral (As an administrator) 

 Administrator  
o Portal Alerts 
o Processing Teacher Referrals 

 Administrator Fields 
 Attendance Codes 

o Add an Administrator Referral 
 Processing the Referral 
 SESIR Incidents 
 Duplicate a Referral 

o Add a Discipline Incident 
 Discipline Incident Form 

o Delete a Referral 
 

 Discipline Reports 
o Students with Referrals  
o Category Breakdown 
o Referral Log  

 
Purpose:  

Focus offers administrators and teachers a fully electronic discipline module that can improve the workflow of the 
discipline process. From online discipline referrals to reports that merge discipline data with demographic, attendance, 
special education and assessment information, Focus provides a single source to manage discipline data. 
 

Objectives: 
 Identify processes for viewing alerts and accessing discipline referrals 
 Create and submit a completed discipline referral 
 Process a discipline referral 
 Complete a Disciplinary Action Record 
 Delete a discipline referral 
 Code a Discipline Incident Form 
 Compile and analyze discipline data  

 

 

Training Site URL: 

train.focus.collierschools.com 
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 Overview of the Portal Page  
The Portal Page is the user’s “entry” to Focus SIS.  The layout and menu items are determined by the district and 
are based on the permissions assigned to the user’s profile.  

 
Header Options 

1. Click the FOCUS logo in the top left corner from any screen in SIS to return to this page.  

2. Profile Pull-down: Single profile users will not see a pull-down. Users with multiple profile types – for example, 

teacher and parent – can toggle between their roles from the Profile Pull-Down Menu.  

3. School Pull-down: Users with access to multiple schools can toggle between schools.  

 (NOTE: Single-school profile users will not see a pull-down). 

4. School Year Pull-down: Users can access course information from past, current and future school years. When 

the user is in any year other than the current year, the menu background turns from grey to blue (when using the 

top menu bar; background turns red when using the optional side menu bar). 

5.  Marking Period Pull-down:  Users can select a specific grading period to view information. 

6. Main Navigation Menu: all student information and user-specific programs are accessed from these pull-downs 

(information contained under each Menu tab is limited by the user’s profile and permissions). 

 

These next items are the Portal Modules: 

7. Find A Student: Provides quick access to search for students by first or last name or by student ID number 

(search is not case sensitive and full name is not required). 

8. Messages: contain reminders from the district and administrators regarding deadlines, meetings, etc. and are 

school-specific. Message displays for 7 days. Click on hyperlink to see detailed information.  

9. Upcoming Events-Calendar:  provides a direct link to the 30-day school calendar; displays the next seven 

calendar events set by the district or administrators. Click on Event Name or View Calendar to see details. 
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10.  Featured Programs: Profile-specific links (shortcuts) to SIS features used most often.   

• Click on the program link to navigate to that screen. Each of these programs can also be accessed 
via the navigation menus and attached pull-downs at the top of the portal page. 

• Click on the grey arrow next to “ALL PROGRAMS” to open links to all SIS features the user has 
permissions to access (same as menu tabs at the top) 

11. Alerts: profile-specific updates generated automatically by Focus or by district administrators. Alerts could be: 

added/dropped students, updated student information, newly enrolled students, when data input is needed 

(attendance, grades, etc.).  Click on hyperlink for more information or to take a specific action. 

     12. Focus University Courses: Profile-specific links to videos, webinars and courses to learn features within Focus. 

 

Options in the Footer 

     13. Help: provides on-screen documentation for the page currently being viewed by the user.  User is      

 provided the option to open Help document in a new window. 

     14. Log Out: for system security, users must use the Log Out button to properly exit Focus SIS. 

 
Other Navigation Features  

• Avoid using the browser back button, as this may not always function properly (press F11 to remove; press 

again to view). 

• Use the menu tabs and dropdowns to navigate from one screen to another. 

• When on the Demographic and Enrollment screens, users can change to a different student by clicking on the 

student search bar to open the pull down and select a name or start typing in the text field; or use the arrows to 

toggle the list. 

 

On all other screens, users will see a simple Search bar and/or grey triangles for toggling. 

 

• When users conduct a search resulting in a list of students and have selected a student from that list, clicking on 
“Back to Student List” link at the bottom of the page returns the user to the search results. 

 

 Close the currently viewed student record by clicking the red X next to the student’s name in the header. 
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Searching for Students 

There are several ways to find students or a specific group of students from each of the search modules. 
Users can enter an ID#,  a full name or partial name . Searches are not case sensitive. 
 

Example: The following will include “Colin Abbot” in results: “abbot, c”; “colin a”; “co ab”; “ab, co” 
 
Find a Student on Portal page: 

 Click SEARCH without entering any criteria; this will 

return a list of all active students in the school (called a 

Simple List)   

OR 

 Enter any combination of letters to return students 

with first and/or last names matching that combination  

OR 

 Enter a student ID number or multiple IDs separated 

by a comma 

 

With any of the search options above, users can: 

 Include the option to Search All Schools   

 Include the option to Include Inactive Students 

(students who withdrew during the current school 

year) 

o Checking this box will open the additional option to 

Include Previous Years Inactive Students 

 

 

 

NOTE: Searches are not case sensitive 

 

Featured Programs: Student Info on Portal page: 
 

 Click SEARCH without entering any criteria; this will 

return a list of all active students in the school (called a 

Simple List)   

OR 

  Click on SIMPLE LIST    

OR 

 Enter any combination of letters to return students 

with first and/or last names matching that combination  

OR 

  Enter a student ID number or multiple IDs 

separated by a comma 

 

With any of the search options above, users can: 

 Include the option to Search All Schools   

 Include the option to Include Inactive Students 

(students who withdrew during the current school 

year) 

o Checking this box will open the additional option to 

Include Previous Years Inactive Students 

Clicking this: 

 
Opens this: 
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Adding a Referral  
 
 Adding a referral as a teacher 
 

 Teachers would click the Discipline menu and select Add Referral.  

 
 

 Use the search screen to locate the specific student receiving the referral. 

 
Note: Teachers have the option to search the entire school in case the student being written up is not in any of 

the teacher’s classes. 
 
1. Allows users to search for a specific student by full or partial name or student ID number 
2. Allows users to search all students in current classes or any student at the school. 
 

The referral form will be displayed and pre-populated with the student’s and teacher’s name. 

 
 
The teacher would complete whatever fields are set as required by the district. A form requirements box will display in 
the lower right corner and change to Form Ready to Submit once all requirements have been met.  A red “Submit this 
referral” button will appear in the upper right corner; click to submit the referral. 
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 Adding a Referral as an Administrator 
 

 Click on the Discipline menu and select Add a Referral.  

 
 

Use the search screen to locate the specific student for which the referral is being written.  

 
Note: if the district has enabled Student Groups users will be able to search based on predetermined groups. 

 

 From the student list, click on the student’s name to begin creating the referral. 

 
 
The referral form is now displayed. It is important to note the Form Requirements box located in the lower right section 
of the screen.  Listed in the box are the fields that must be completed in order to submit a referral. Note: required fields 
are also denoted with a red asterisk in the form. 
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After the user enters the required information into the Form Requirements box a message will display indicating that 
the form is ready to be submitted.  

 
 

Click Submit this referral located in the upper right hand side of the screen.  

 
 
 
 
 
 
 
 
 
 

Processing a Referral (Administrators) 

In the Alerts section of the Portal page, there will be an alert indicating the number of new (unprocessed) referrals. 

 Click the referral alert to see a list of the unprocessed referrals.   

 
 

The referrals screen opens showing a list of all unprocessed referrals. Users can click on the Customize Columns button 
to remove columns from being displayed, therefore reducing the need to scroll to the right to see desired fields. 

 
Clicking on the column name “strikes” the column and removes it from displaying after the page refreshes: 

 
 Click the students name to select the referral to be processed. The referral form will be displayed along with 

the information entered by the teacher. 

 

Activity #1: 
Enter Disciplinary Referrals for 2 different students. 

1. Search for a student. 
2. Enter a referral for a student that is continuously being disruptive during class. 
3. Enter another referral for repetitive tardiness. 
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Student Documentation 

 When the administrator opens a referral that is ready for processing, a link to student documentation will appear. This 
is helpful to view prior to entering any disciplinary action in the event the student is 540 or ESE. 

 
The Student Documentation Notes log displays in the pop up with a computed field detailing whether the student 

• is 504 eligible or has a temporary 504  
• is ESE 
• has any documentation that has been done prior to the referral 

 
 
Entering Disciplinary Action Records 

After reviewing the fields entered by the reporter, complete the administrator portion of the referral. From this screen 
the administrator inputs the appropriate action taken on the referral (i.e. In School Suspension). The administrator will 
input all required fields, the date, when the action began, when the action will end, etc. 
 
Select a disciplinary Action code from the pull-down menu. 

o Enter the Date of Disciplinary Action; this is the date which the action is being assigned, not necessarily the start 
date of the consequence (e.g. ISS or OSS). 

o There are two methods for entering the start date and end date of the disciplinary action. 

 Select a start date for the disciplinary action and then enter the number of days assigned. The end date is 
automatically calculated, accounting for non-school days (e.g. weekends, holidays) 

 Use the calendar icon to manually enter the start and end dates 
 

 
Note: if referral codes and actions have been set up by the district, disciplinary actions will be driven by the Code of 

Conduct Infraction selected by administrator. Users have the abiliy to update the assigned actions and dates after the 
referral is processed. 
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Attendance Codes 

The Attendance Code pull-down menu allows for either External Suspension or Internal Suspension. By selecting a 
code, the student’s attendance record will be automatically updated with the specified code on the school days from the 
start date through the end date entered. Note: the attendance codes can be modified for the student if the dates the 
student actually serves differs from those date assigned. 

 

 
 
To finalize processing the referral, check the Reviewed by an Administrator box.   

 
 
Then, click the Submit this referral button in the upper right of the screen. 

 
 
If the Reviewed by an Administrator box is not checked, the referral will remain unprocessed and will continue to be 
included in the new referral alert on the Portal page. 
 

 
 
 
 

Referral Options (Merging, Duplicating, Deleting, and Viewing) 

 
 Merging Referrals 

This option allows users to combine multiple referrals into one referral. For example, a student has accumulated several 
referrals in one day. The administrator is able to combine the unprocessed referrals into one referral and assign one 
action.  
 

 
    

 

Once the referral has been processed the user can see the linked referrals. Note: referrals can only be merged from the 

same school and not across the district. 
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 Duplicating a Referral 
To duplicate a referral, click Duplicate Referral in the top right corner of the screen. 

 
 Deleting a Referral 
To delete a referral, click Delete this referral in the top right corner of the screen. 

 
A confirmation will display. 

 
 Viewing Referrals 
To view all or specific referrals, navigate to the Discipline menu and click Referrals. 

 

 
A search screen will display. Users have the option to search for a specific student, use More Search Options to define a 
specific subset of students, or viewing all referrals. To view all referrals click Search without entering any criteria. 
 

 
 
 

 

Activity #2: 
Process Referrals 

1. Use the Portal Alert to access the list of unprocessed referrals. 
2. Process the 2 referrals that were created in Activity #1. 
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SESIR Codes and Processing 

When a SESIR Discipline Code has been selected on a referral form, the Discipline Incident form will automatically 
display when the referral is submitted. The administrator must fill out the required information on the Discipline 
Incident form. Note: A School Environmental Safety Incident Reporting (SESIR) incident is considered an incident 
severe enough to require the involvement of a School Resource Officer (SRO) or incidents to be "Reported to Law 
Enforcement."  

 
The system will display a pop-up window containing the Discipline Incident form. The Create New SESIR Incident tab 
allows users to create a new SESIR incident to link to this referral. If the referral is part of an existing incident, select the 
Add to Existing SESIR Incident. This avoids reporting multiple SESIRs for the same incident. 

 
 
Each required field is marked with an asterisk. Once all required fields are completed scroll to the top of the pop-up 
window, and click Add Referral & Incident. This allows both the Referral and Discipline Incident to be added to the 
system.  
 
 

 
 
 
 
 
 
Discipline Incident Form 

In addition to accessing the Discipline Incidents form by selecting a SESIR code on the referral form, discipline Incidents 
can be added directly in the Discipline menu. When entering a discipline referral, the administrator can link the incident 
to one or multiple students who have referrals.  
 
To directly add a Discipline Incident navigate to Discipline menu and select Discipline Incident. 
 

Activity #3: 
Entering a SESIR  

1. Enter a referral that involves the use of alcohol. 
2. Submit both the SESIR and referral. 
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Complete all applicable fields in the form. 

 
 
Once all fields are completed, scroll to the bottom of the screen and select the appropriate student(s).  

 
 
The list is comprised of all students with referrals. If the Discipline Incident applies to a group of students, multiple 
students can be chosen. Select the check boxes next to the student referrals that are associated with this incident.  
 
 
Discipline Reports 

The Discipline Menu allows administrators to generate discipline reports, identify discipline trends, and utilize the data 
to implement behavior management support systems. From the main Portal page, click Discipline and locate Reports. 
 

 
 

 Students with Referrals 
Identifies students and the number of discipline referrals accrued; the list can be filtered based on the number of 
referrals (processed and unprocessed) within a specified timeframe.  
 
 Click the Discipline menu and select Students with Referrals. 
 In the Search Screen, search for a specific student or a group of students. 
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Note: To view all students with at least 1 referral, leave the Student field blank and simply click the Search button. 
  
 

 
 Use the Display Students with at least pull-down to filter the report by total number of referrals; once a number is 

specified the page will automatically update. 
 To adjust the report timeframe, use the month, day, and year pull-downs or calendar icons; then press Go. Note: 

from here, the report can be exported or printed using the export and print icons. 
 
 
Clicking the student’s name, for any referral listed, displays the actual referral for review. 
 

Student Referral Form 

 
 

The header of the referral displays total days of discipline in the top left corner: 

 
It displays two check boxes in the top right corner: 
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 Category Breakdown 
 
Displays graphical representations of conduct data, allowing administrators to track discipline trends  
 
 Click the Discipline menu and select Category Breakdown.  
 From the Category Breakdown screen, use the drop-down menus to select discipline categories. Note: categories 

are based upon the fields that are available in a school’s Referral Form. 
 Upon selecting a category, a second Breakdown Further drop-down menu displays; this second drop-down can 

further refine a Student Field to cross-compare the Discipline Category.  
 To adjust the report timeframe, use the month, day, and year pull-downs or calendar icons; then press Go. 
 

 
 
 Clicking the Advanced button to display a pop-up window with Focus Search options that allow for specification of a 

subgroup of students. 
 

Note: When advanced settings are used, only students within the selected subgroup will be included in the 
report, and the advanced settings will display in the chart’s text description. 

 
 
 
 

 Referral Log 
Summarizes referrals and discipline history of a student; usually for official meetings or court appearances. 
 
 Click the Discipline menu and select Referral Log. 
 From this screen, enter a full or partial name to locate an individual student, or use More Search Options to locate a 

subset of students. 
 Select the checkbox options that are to be included in the report. 
 Use Letterhead Template to choose specific letterhead for reports being sent home or to another agency. 
 Click Search to generate the report; Focus will generate a PDF file with a single log per page to ensure student 

confidentiality.  
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Activity #4: 
Identify how to process the following discipline referrals and generate specific reports that fit the following scenarios.  

1. Identify all students in the school who have at least 3 referrals. 
2. Create a discipline report that will help the school identify which areas of the campus are experiencing the most 

discipline issues during specific times during the day. 
3. A student’s discipline history has been requested for an upcoming court hearing. Generate a report on official 

school or district letterhead to provide for the hearing. 


