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Training Agenda

Portal Overview
Navigation
Searching For Students
More Search Options
Student sub menus
ESE Tab on Student Demographic screen
Updating/Entering Test History
Built-in Reports
o Test History Report
o Absence Summary
o Students with Referrals
Creating Advance Reports for ESE-specific data

Learning Objectives

To navigate the Focus interface

To access student information

To input/update student data

To create an ESE-specific user report

Training 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.
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4% User Info &' My Preferences Secondary Scheduling - Master Schedule Builder

»* Report Cards .+ Transcripts Course Requests & Reports

&} Referrals ] Add Referral Elementary Scheduling Set-up

Elementary Walk-in Scheduling
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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.
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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.
10. Featured Programs: Profile-specific links (shortcuts) to SIS features used most often.
e 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.
e 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

e 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 in most cases

e 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.

Abbott, Jasmine
i Abbott, Jasming

Johns, Dane E "
Johns, Eric

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

o]

¢ 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:

4] Back to Student List (=) Print¥

e Close the currently viewed student record by clicking the red X next to the student’s name in the header.

" Caldwell Aguilar
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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:

U Click SEARCH without entering any criteria; this will
return a list of all active students in the school (called a
Simple List)
OR
U Enter any combination of letters to return students
with first and/or last names matching that combination
OR
U Enter a student ID number or multiple IDs separated
by a comma

With any of the search options above, users can:
e Include the option to Search All Schools
e 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

Find a Student

Search All Schools
Include Inactive Studer7

/

Search

Find a Student

Search All Schools
# Include Inactive Students
Include Previous Years Inactive Students

Search

NOTE: Searches are not case sensitive

Featured Programs: Student Info on Portal page:

U Click SEARCH without entering any criteria; this will
return a list of all active students in the school (called a
Simple List)
OR
Q Click on SIMPLE LIST
OR
U Enter any combination of letters to return students
with first and/or last names matching that combination
OR
O  Enter a student ID number or multiple IDs
separated by a comma

With any of the search options above, users can:
e Include the option to Search All Schools
e 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:

Featured Programs

Add + Teacher
Al “ Completion

« Administration

4 Student Info

¥ Messages

4 My Preferences
74 Report Cards
=] Referrals

bsences

_,» Calendars

J4 Transcripts
=] Add Referral

View All Programs

Opens this:

& Student Info

Search Screen Simple List Customized List

Student,

Search All Schools
Include Inactive Students
More Search Options

Search All Schools
+ Include Inactive Students

Include Previous Years Inactive Students

Search Reset
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Students Menu > Student Info Search Options

U Click SEARCH without entering any criteria; this will

OR

OR

OR

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

Click on SIMPLE LIST

Enter any combination of letters to return students
with first and/or last names matching that combination

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

Selecting this:

A Students

# Student Info
Student Info e

Add a Student

Mass Assign Student Info

s Mass Add Log Records

Opens this:

# Student Info

Search Screen Simple List Customized List

Student |

Search All Schools

Include Inactive Students
Search Reset

More Search Options

7

Search All Schools /
+ Include Inactive Students

Include Previous Years Inactive Students

Search Reset

The search options above all return a Simple List of students, except when the user has searched for a single

student.

& Student Info

Search Screen = Simple List
1275 Students.

Go to Page 1,2 Show All
Displaying 1 through 1000

Student

|Acevedo, James
| Aguilar, Caldwell

|Aguilar, Kuame

Customized List

u‘—

Student ID
6107913713
6102003764

6101112055

Filter | [search

o Student names are generally displayed last name first.

o This list has a heading that shows the total number of students that resulted from the search.

o The excel icon ‘Ijallows users to export this list to an Excel spreadsheet.

o The list can also be printed as a PDF by clicking the '-JED Print icon at the bottom of the screen

o Clicking the heading of each column — Name, Student ID, or Grade — will reorder the Simple List by that data

& Student Info

Search Screen  Simple List Customized List

1275 Students =]
Go to Page 1, 2 Show All

Displaying 1 thrgggh 1000
Student #
Acevedo. James

Aguilar, Caldwell

Aguilar, Kuame

Student ID
6107913713
6102003764

6101112055

Filter Search

Grade

i2

10

11
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More Search Options
e Many searches require more criteria than a student’s name or id number. The More Search Options feature
allows the user to search by detailed data for students. By clicking on the More Search Options link on the
search screen, a list of every data field in SIS will display. Clicking on any of the links will open fields within that
feature. Users can set as many parameters as necessary, which will yield more specific search results.

Click the grey arrow to open the links: # Student Info

Four sections for more search options are available: Search Screan, Simplatist Cumomaeatin
General Searching 'M;m a o
Menu Searching [ sescen cptons incuds Inacive Siuderts
State Reporting Fields S s

Student Field Searching

General Searching: Frrsea
Select criteria for a group of students based on General

Last Name
name, ID number, address, grade level, or the First Name
calendar. Student ID

Address
Grade 06 07 o8

Calendar| NJA 3

Menu Searching: Scheduling
The second section provides searching options based Abssncos

Grades/GPA/Class Rank/Honor Roll
on the Focus menus as well as Enrollment and .
Course History

Computed fields. Eligibility
Discipline

Q Click on any grey arrow to open the link to select Tout History
Computed Student Fields

the data fields desired Contact Info

Enrollment

Examples:

ETETTOET T TV

Click on Scheduling and select the appropriate option to

X . i Scheduling
search on a scheduling option such as Scheduled into a Scheduled info Section &
course, section or teacher and more Scheduled into Course Chooss

Scheduled into Course
Num(s) Mot Scheduled
Scheduled into Teacher Choose
Requested Course Chogse

Scheduled into at least 1
active Course

Enroliment

Click on Enrollment to search on any of the fields on e sen
student enrollment records, such as enrollment codes, Sl Aepicants sshoot

o
W14 Left to Join Militar
Drop Codes w15 w/D due to Non-Attendance

withdrawal codes, second school status, etc. WEE WD dus 1o Hon Armandan
Prior District | nN/a 3
Prior State | N/A ]
Prior Country | N/a
Educational Cholce | N/A
Disaster Affected Student | N/A 0
Student Offender o
Transfer
Came From
Moved To
Second School | All []
Grade Promotion Status | N/A s
Good Cause Exemption | N/A
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State Reporting
The third section is the Florida state reporting fields
section. State reporting fields from the master
schedule, student schedule and course catalog are
available.

Florda Flelds

Course Catalog

Master/Student Schedule

Florida Fieids
Master/Student

Exclude from FTE
FEFP Number

ELL Instructional Model | N/A
Class Minutes Weekly

Year-Round/Extended NIA
School Year FTE

Dual Enreliment Indicator | N/A

Reading Intervention
omponent N4

PMRN
Course Flag 1 | N/A
Course Flag 2| N/A
Course Flag 3 [ N/A
Course Flag 4 [ N/A
Funding End Date
Industry Certification ID [ N/A
Industry Certif Outcome | N/A
Industry Gertif Date
2nd Industry Certification

Student Fields

The fourth section allows the user to search on all Student Fields Medication Administration
the student information fields in the SIS. Demographic g
ELL
Fed State
ELL Hfsmw Federal/State Compensatory
The tabs and fields within the tabs that display are ESE Homeless

based on the user’s profile and permissions. Program Summary :}i\gr;am
Social Workers Title 1 SES
Special Ed WDIS
Health Screening Address

Classified

Hoalth Summaw Counselor Notes
Immunizations DOP
Medical Daily Visit Log

Click on the ESE tab to see the available fields for search
criteria.
NOTE: to select all active ESE students, scroll to

e Service Type and select Active

[T ESE

McKay Program
Early Intervention
PPPS

Time, Total Slw:;g Botwean

Time, With Non-Disabled setween

Special Diploma =
e Placement Status and select P (Eligible and tendes iﬂisE"erb L
Placed) ESE FEFP E::dlz EE]
Additional School Year 4]
B i @
ACTIVITY
Directions:

1. Pull alist of all students in your school using the Find a Student search bar on the Portal page.

2. Use More Search Options to pull all ESE students with a Matrix of 251, 252 or 253 at any grade level.

3. Use Student Info from Featured Programs to return a list of students in a grade level of your choice.

4. Inthe current list, click on a student name and use the white navigation arrows to go to the next
student in the list.

Use the student name dropdown to find a different student in the list.

Click on the “Back to Student List” link at the bottom of the page.

7. Close any student record that may be open and navigate back to the portal page.

en G
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Student Sub-Menus

Student Sub-menus are quick links to the student’s record. Users can view the student’s general information and other
student data such as enrollment records, schedule, grades, absences, referrals, and test scores through the sub-menus.

e From the Student Info screen, search for any student by name or ID number (or click Simple List and choose a
student from the list). The navigation tips described below are applicable to all student fields.

Demographics
The Demographics Sub-Menu displays various tabs on the left-hand side of the screen that show any necessary
information associated with the student. Use the right scroll bar to scroll down the screen.

Q Agu ila r, Ca | dwe' | Enrollment Schedule Requests Grades Gradebook Absences Activites Referrals Test History Aguilar, Caldwell

d, fa -
Demographic Print a Form/Letter Errors

5041nfo Enrollment Date

How was the name verified?
Address

ELL 7 English

Name verification upload :
Addresses & Contacts ° P! 1519_6102003764.jpg (0.11mb) o ;angwgt,_eamers.
asis of Entry code
Behavior Plan Preferred First Name mustbe AR, L,or T
Classified Preferred Last Name Ki'h If the studentis an
g active ELLstudent
i both Languages
B Has Custody Alert x

cannot be English

Note: Users with edit rights will see an Errors box on the right of any screen
® Scroll to the ESE field or type ESE in the Filter Fields... box to drill down to it.

/ Demographic

[# Generation (App)

504 Info

Addresses & Contacts @

® C(Click on the field name to display the desired tab.

ESE A ¢ ESE

ESE

Medical ESE Exceptionalities

Program Summary [ ) _,_|] [ OFF

® Click on the grey arrow to collapse or expand the screen.

4 Matrix (4 Matrix
E4 IEP Plan Date (4 IEP Plan Date
4 IEP Expiration Date 4 IEP Expiration Date
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e Users with edit rights can edit any field with the pencil icon. Fields with (*) are required data fields.

@
&

Matrix

IEP Plan Date

Z4

* Extended School Year Services

e Users with edit rights will also see a list of any errors (missing or invalid data on required fields) display to the

right. The list explains the rules for entering valid data when the user hovers over the error.

ESE

(# * Extended School Year S...

Errors

0 Extended School
Year Services

Extended School Year
Services is a required
field

%)

Extended School

Year Services

Enrollment

The Enrollment Sub-menu displays the student’s enroliment records. The chart layout (default view) allows users to

scroll horizontally. Click on the View button to see/edit Rolling/Retention option, Graduation Requirement Program,
and Progression Plan (if being used).

Enroliment
(Expori RN ritters: i
Year § School 5
2015-2... Leke Trafford Ele...
= M 2016-2... Lake Trafford Ele...
= | [ View | (20152.. [ [Lake Trafford .
= M 2014-2... Lake Trafford Ele...
= ﬂl 2014-2... Pinecrest Elemen...

Grade Level 5 Enroliment Date

03

02

01/20/2016
08/10/2016
08/17/2015

Y

A

_ [(E01) In District P...
_ (RO2) From Othe. . 07

A

v Enroliment Code y Drop Date § Drop Code

(Wo2)In ...

HEEEE -

Prior District §

11 - Collier
11 - Collier
11 - Collier
11 - Collier

Not Applicable

EEEEE

Prior State §

FL

FL-

FL-

A

- Florida

Florida
Florida

- Florida

Prior Country 5 Edi

us-

us-

us-

us-

United S...

United S...

United S...

United S...

EEEEE
NOOINGN N

Depending on user permissions:
e View allows users to view/edit enrollment records vertically, as well as tab through fields for faster data entry.
e View may not be visible on all enrollment rows.
e C(Clicking Return to Enrollment returns users to the horizontal chart view.

Enrollment

Rolling/Retention Options

Next Grade

Include in Class Rank  |Yes

Graduation Requirement Program

* ® Return to Enrollment

greyed out fields cannot be edited

NOTE: fields that are greyed out cannot be edited despite having the pencil icon on the field name.
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Schedule: Florida Fields
The Schedule Sub-menu displays the student’s current schedule. Depending on how the school’s schedule is set up, the
student’s schedule will appear differently on the Full Year, Semester 1, and Semester 2 tabs. Clicking Full Year will show
all courses in both semesters, Semester One will show only courses active during Semester One. Semester Two will only
show courses active during Semester Two. (This applies to secondary schools, not elementary)

e Florida Fields can be viewed or hidden by checking or unchecking “Show Florida Fields”.

o “Show Florida Fields” must be checked in order to view FEFP, Class Minutes Weekly and other state reporting

fields (NOTE: the FEFP will override the Matrix for state reporting)

) ﬁ I Show Fiorida Fields

Effective Date: (january  +| 26 4| 2016 ¢ Include Inactive Courses Course st Weekly PRRner () g vocatonaimois Fids 58]

10 Classes |} EOTaE m S ‘ Customize Columns | Mass Update |
Course Period - Teacher "D“!mi"g Room Term Enrolled  §9U'S2  Section Dropped e EFP Number nsiructi Hiooses FTE  Foer &

FTE Model Weekly School Year FTE In

ALG 1-A 0102-81-7 - Nancy L Embree MTWHF  2-206 Semester 1 Aug 27,2015 1200370 7 P 103 - 9-12 Basic. N/A 490 1634 - Z-]
ALG 1-A 0102-851-1- Margaret Liza Gattas MTWHF 2-205 Semester 1 Aug 27,2015 1200370X 1 F.S 251 NA 245 0817 z-]
Eng 1 03 03 - 3 - Maria Nicole Elwell MTWHF  3-267  Full Year Aug 17,2015 1001310F 3 p.S 103 - 9-12 Basic. N/A 245 0817 Z-]
Eng 1 0303 - 2 - Bonnie S Brimer MTWHF  3-267 Full Year Aug 17, 2015 1001310X 2 r.S 251 NA 122 0407 Zz-]
INTENS READ 0404 - 12 - Maria Nicole Elwell MTWHF  3-267  Full Year Aug 17,2015 10004101 12 F.S 108 - 9-12 Basic. N/A 245 0817 Z-]
DIGITAL DESIGN 1 0505 - 2 - Christian Bejarano MTWHF  3-246  Full Year Aug 17, 2015 8209510 2 X 300 - Career Education for Grades 9-12 N/A 270 0800 Z-
AEROSPACE TECH 1 0606 - 2 - Stephen Alan Davis MIWHF 3140 Ful Year Aug28, 2015 8600580 2 X 300 - Career Education for Grades 812 N/A 25 oei7 2|
ERTH/SPASCI 0707-2-Mary Alice E Stanfield ~ MTWHF 3222 Full Year  Aug 28,2015 2001310X 2 X 251 NIA 122 0407 z-|
ERTH/SPASCI 07 07 - 207 - Abigal Zenz MIWHF 3222 Ful Year Jan6,2016 2001310 207 X 108 - 9-12 Basic NA 270 0900 z|
HOPE-PE V. 08 08 - 9801 - Mark Alan Jacksen MTWHF  1-108  Full Year Aug 28, 2015 1506320 9801 P 103 - 9-12 Basic. Z-Not Applicable - 0000 Z-]

Total 2254 7516

o Updates to FEFP and Class Minutes Weekly can be made right on the student’s schedule.
o Currently, minutes for therapies, pullouts, etc. must be manually subtracted from the Class Minutes
Weekly for the general education section the student is taken from to receive the service.

Grades

The Grades Sub-menu allows users to view the student’s grade history, final grades, GPA, and class rank. Grade
information can be viewed by marking periods, semesters, year, or full academic history. The calendar that the school is
currently in determines which quarter will initially be displayed. Transcripts can be printed from this screen. The Florida
Fields can be displayed or hidden.

FINAL GRADES, GPA, & CLASS RANK | Admin Adminisrator (System Administrator) ¥ ESTESTIEN | CETEENNN | Jasmine Abbott

» D: Il q! Grades Activitis Referrals  Fees & Payments  Test History Q [+]

Quarter 3 Full 2015 Year Full 2015 Year Exams All Quarters All Years All Year Exams

Class Rank: N/A Quality Points: 21.50
As of Cohort Year: 2010-2011
a Total Grecits: 8.00
Total Credits Attempted: 8.00

" "112 Grades @ Comment Codes | print Transeript | Transcript 4 Show Florida fields |  Save

Met Reading Assessment Requirement: Mt Biology | EOC Requirement: Online Course Requirement: Exempt
Met Algeora | EOC Reguirement: Met US Hisiory EOC Reguirement:
Met Math Assessment Requirement: _ Met Geometry EOC Requiremen:

- Year 4 Marking Period &  Course & Course Number # Percent 4 Grade 4 GradeScale &  Cred. Attempted & Cred.Earned & Affects GPA § Teacher 4 Grad Subject 4 | Comments & Course Comments
TN |- ] — | —](— 1 i e ] ] [—|
= [2014-2015 W) [Quarterd Algebra 1 1200310 ¥ 1200310 o ZTo G [APIBDC [N 1,00 1,00 testing .. Algebrat R
< == 2014-2015 D ‘Semester 2 INTENS MATH 1200400 D 1200400 99 A _ |aPnBIDC D 1.00 1.00 testing Math D TEST
5 = 2013-2014 D ‘Semester 1 CPTR COLG & CAR 82090201 D 82090201 85 B LAY D 0.50 0.50 v Heslam, Bethany Vaocational D TEST

Gradebook
View current gradebook grades by class and assignment. This screen can also be accessed via the user’s Grades menu >
Gradebook Grades.

P TIVE]  GRADEBOOK GRADES [Amin Adminsirator (5ysi Adinstsio) W T ) EEIEEN]  Jssmine Abbort

» D i Schedule Requests Grades (Gradebookl Absences Activities Referrals Fees & Payments  Test History [@Search. 4o
Please Select a Course B Include Inactive Courses Include Courses from Other Schools
7 Courses [ Search

& Course Period Marking Period School Teacher Grade

=) ENG 1 Period 1 - 14GENGL1 - Melissa Bright Full Year Focus High Schoal Melissa Bright Not Graded

® Exec Intern 1 Period 2 - 52 - IEXEC - Ethan Ayala Semester 2 Focus High Schoal Ethan Ayala Not Graded

b Algebra 1 Period 3 - 350ALGBS - Ishmael Riddle Full Year Focus High Schoal Ishmael Riddle Not Graded

N Earth/Sp Science SOS Period 4 - ERSP4 - Karina Lewis Full Year Focus High Schoal Karina Lewis Not Graded

== Spanish 1 Period 5 - SPANS - Karen Sheppard Full Year Focus High Schoal Karen Sheppard Not Graded

< Art/2-D Compre 1 Period 6 - ARTCS - Elliott Gillespie Full Year Focus High Schoal Elliott Gillespie Not Graded

o Comprehensive Fitness Period 7 - 2 - CMPF7 - Arthur L Espinoza Semester 2 Focus High School Arthur L Espinoza Not Graded
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Click on the Course name to view specific assignments and associated information.

D a Grades ivitie Fees & Pay Test History Q o
ENG HON 2 - 05 05 - ENGH3 - Sybil Castro (34% A) B Include Inactive Courses Include Courses from Other Schools
Classwork HW MidTerm Quiz Weighted Grade
Percent of Grade 40% 35% 15% 10%
Student's Score  93% A NG NG 100% A 94% A
Current grade in class: 94% A Q [
4 Assignments |
Assignment Points Grade Comments Assigned Due Category Standards Assignment Files Date Last Modified Student Files Answered Questions
Quizé#1 25/25 100% A Feb 17,2016 11:15 AM Feb 18, 2016 11:15 AM Quiz February 17, 2016, 11:16 am No Assignment Uploading
HW#1 50/50 100% A Feb 17, 2016 11:15 AM Feb 18, 2016 11:15 AM Classwork February 17, 2016, 11:17 am No Assignment Uploading
Practice 2 65/75 87%B Feb 17,2016 11:14 AM Feb 18, 2016 11:14 AM Classwork. February 17, 2016, 11:15 am No Assignment Uploading
practice 70/75 83% A Feb 17, 2016 11:13 AM Feb 18, 2016 11:13 AM Classwork. February 17, 2016, 11:14 am No Assignment Uploading
Absences

The Absences Sub-menu displays an Absence Summary of the student’s attendance. Users can view the data in a
specified timeframe. Absences can also be added to the student record from this screen.

»  Demographic Enroliment Schedule Requests Grades Gradebook Absences Activities Referrals Fees & Payments Test History
Report Timeframe: | August ¢ | 17 ¢ 2015 ¢ = (June £ 7 s 2006 ¢)7 Go Save
Absent: 21 periods (during 3 days) Other Marks: 17 periods (during 5 days) + Add Absencd
4 Unexcused/Unvalidated: 0 periods Tardy (Unexcused): 2 periads
Absent: 21 periods -~ 3 days Left School Before End of Day: 0 periods
Excused: 0 periods ‘Tardy (Excused): 1 periods
& 0SS: 0 periods ISS: 0 periods
Observance of Religous Belief: 0 periods § Glinic: 0 periods
® Truant: 0 periods Detention Center: 0 periods
10+ Tardy: 0 periods Field Trip/SFA: 14 periods
‘Skipping/Cut: O periods Hospital/Homebound: 0 periods
Office: 0 periods
Total Full Days Possible: 113
~#  Total Full Days Attended: 110 (97.35%)
Total Full Days Absent: 3 (2.65%)
Enrollment Dates: Aug 17, 2015 - ...
_ Days | Search [
' pate Daily Comment Fill All Periods o1 02 03 04 05 06 07
oa 14,2018 oo ————— 1B o o o o o ] o
@ 0ct13,2015 Present - B B B [ ] B B [ ]
§ | Oxt22015 Present [ ] B B B [ ] B B
Sep 24, 2015 Present - [ ] -

The Referrals Sub-menu allows users to view a list of referrals the student has received. A user can also opt to view
referrals from other schools the student has attended, as well as previous year referrals on the student. By clicking on
the referral form the list, it will open the referral form to view. Teachers will be able to see referrals for any students

that are enrolled in their classes. Focus displays a running total for days of suspensions in the upper left corner, which
assists in flagging students for Rtl.

i Referrals

Demographic  Enroliment Schedule Grades Absences (Referrals TestHistory Q ]
Total Days of Discipline: 24 + Add Referral
Out of School Suspensino: 9.0
Parent called: 1.0
Student suspended: 14.0

[ Show Referrals from all schools @ All years.

21 Referrals Found

<Prev | Page] 1 |/2 [ Nexts OFF

Student4  StudentID4 Grade# Reporter) EntryDates Processed School$ School Year4 Incidents 4 Time Incident & Location & Staff Statement 4 Situation of i
Abbott, Colin 6107918776 | 09 10317 09/16/2010 Focus High School  2013-2014 Fight After school (3:00 - 6:00) Courtyard

Abbott, Colin 6107918776 | 09 10329 04/14/2011 Focus High School  2013-2014 Fight 2100 - 3:00 Gym, PE Area

Abbott, Colin 6107918776 | 10 10325 02/21/2013  Yes Focus High School  2014-2015 Insubordination/verbal abuse (A) 9:00 - 10:00 Rest room

Abbott, Colin 6107918776 | 10 10224 01/19/2013  Yes Focus High School  2014-2015 Repeated violation of rules (M) 8:00 - 9:00 Assembly/auditorium  Checked stud:

Test History

The Test History Sub-menu displays a list of all standardized tests the student has taken. It also displays the
administration date, the school year and grade level for each test.

FEcusiB ey Focus Suppor (TN | EXECI

» | Demographic Enrollment Schedule Requests Grades Gradebook Absences Activities Referrals Fees & Payments | Test History o

&  6TestAdministrations

Filter | ]

_save |

F— P — Teot
" Test Administration  genool Year Gradelevel Form LEP Info DU Info Tost Lovel gl Includa in | latrict School i

Transcript

® FC2- FCAT 2,0 (FC2)

[ Yes o011 0401

Year I
04/28/2014 || 2013:2014 08 z B B -
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Detailed test data and scores will display by clicking on the grey triangle next to the test name.

. . . sicer | [
11 Test Administrations Click-to view detailed data e
Test
Administration Include in  District chool
Test \ Adm School Year Gradelevel Form LEP Info DJJ Info TestLevel  Tnccript Administered Administerea Cublication
Stanford Achievement Test (STA) D 03/25/2005_ | 2004-2005 KG L3 L3 L3 . No 61
2 Test Parts )
National Percentile ¢ o s Tabe
Normal Curve Pass/Fail (NP) Developmental Achievement Level  Points Possible Test
Title Lpieseere @) Equivalent (Vo) (PF) fpwseore @S inational pantegyeneer gpplieeble  score (o5) (A1) ®P poe Senine S Level | o Detailed test data
- ills illa - Percentile (NP) il il s - (TTL)
= GOMPREHE 9 s azz 0000
= MATH(T) 12 - 429 0000
(NA N/A
Stanford Achievement Test (STA) 03/23/2006_ (7]  2005-2006 KG - - - - Mo 61
Stanford Achievement Test (STA) 02/28/2008 (7]  2007-2008 0 o o o 5 No 61
Florida Gomprehensive Assessment Test (FCA) 02/27/2009 ||  2008-2009 03 2 2 - - o) G
Florida Comprehensive Assessment Test (FCA) 02/26/2010 2008-2010 04 R R R - No 51

Activity

Pull up a student of your choice. For that student, record the following information:
e Isthe student an ESE student? How will you know?
e How many absences does the student currently have?
e Does the student have any referrals?
e What is the student’s total non-disabled weekly minutes?

Focus School Software
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ESE Specific Tab on the Student Demographic Screen

The ESE tab houses all the demographic data for students meeting criteria for participation in an ESE program.
e Search for the student and select the Demographic sub-menu (record defaults to Demographic).

ESE

@
@
@
@
@
@
@
@
@
@
@
@
@
@
@

Matrix

|EP Plan Date

IEP Expiration Date

Last Evaluation Date
Next Evaluation
Specialist Code

Case Manager

ESE FEFP Code

504 Eligible

Time, With Non-Disabled

Time, Total Student Week

™ Extended Schaol Year Services

Additional School Year
Parental Placement Consent

IDEA Educational Environment

EEEE

EEEE

Entering and Updating Data
e Scroll down the left navigation menu to select the ESE student field or type ESE in Filter Fields...

Use the pull-down menus to enter information such as:

Matrix

Specialist Code

Case Manager

FSA Test Accommodations
*ESE FEFP Code (users will not update this field)

504 Eligible

Extended School Year Services

Additional School Year
Parent Placement Consent

Type in the blank textbox or use the calendar feature to
enter information such as:
IEP Plan Date

IEP Expiration Date
Last Evaluation Date
Next Evaluation Date

Time with Non-Disabled
Time, Total Student Week

Early Intervention

McKay Program

[ A N N R N N BN BN

Matrix

IEP Plan Date

IEP Expiration Date
Last Evaluation Date
Next Evaluation
Specialist Code
Case Manager

ESE FEFP Code

504 Eligible

EEE =

)
]
@
@
@
]
]

IEPPlan Date

|EP Expiration Date
Last Evaluation Date
Next Evaluation
Specialist Code
Case Manager

ESE FEFP Code

February 2016

= = =

Use the “Click to Upload” button to upload documents

@ Counseling Services...

Click to Upload

Click on the button after updating data fields

Focus School Software
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ESE Logging Fields

Each exceptionality that a student may qualify for is housed on a separate logging field. All data pertinent to the
exceptionality is entered via pull-downs or text boxes. Only one exceptionality can be marked as the Primary
Exceptionality.

ESE Exceptionalities

[ = s | OFF

Exceptionality § Current Minutes § Primary § Placement Status § Service Type 5 Ref Reason j Consent Date § Original Eval Date § Elig Date § Placement Date § Dismissal Date 5 NOTES §

] || ] | |

&= || - Occupatio... [M] P - Eligible and pla... [§] (D - Dismissed [¥] z ¥ o09/01/2006 10/27/2006 11/30/2006  11/30/2006 11/08/2011
== |G - Language ... [N P -Eligble and pla... [ (A-Actve [N Z ¥ 10/05/2005 12/09/2005 12/15/2005  12/15/2005
== |[K-Speciicle W P - Eligible and pla... [§] (D - Dismissed [§J Z ¥ 10/05/2005 12/09/2005 12/15/2005  12/15/2005 11/16/2010
= | [T - Developme... [N P - Eligible and pla... [ D - Dismissed [¥J Z ¥ 10/26/2004 12/08/2004 12/17/2004  01/25/2005 12/15/2005
== |[W-intellectual . [N P-Eligbleand pla... [¥] (A-Actve [N (2 ¥ 09/02/2010 10/12/2010 11/16/2010  11/16/2010

e Use the scroll bar to scroll right to see all fields.

e Fields will temporarily turn yellow when updated and the Save button will turn red. Click the save button to
preserve updates.

Activity

Choose a student and update their Exceptionality logging field to reflect placement into a
new program. Use the ESE Data form at the end of this document.
e Enter all logging field data.
e Update the IEP plan date to today’s date. Update the expiration date to reflect the
change.
e Update the Last Evaluation Date.
e The student’s ESE service minutes have been increased by 90 minutes per week.

Update their Current Minutes and Time with Non-Disabled minutes to reflect the
change.

Built-In Reports

Focus provides reports for monitoring critical student information such as performance, attendance and discipline.
Reports can be viewed for individual students as well as groups of students for comparative purposes.

U Test History Report

This report tracks the name, date of administration, school year, grade level and scores earned on every test logged in
Focus. The Test History Report allows users to compare groups of students based on test performance data.
e Navigate to Assessments > Test History Report on the portal page

e On the Test History Report search screen, select a specific assessment from the drop-down menu:

F@C (WES] TEST HISTORY REPORT

» Test:| Please Select a Test

Earl

a EQC Algebra 1 (ECA)

EOC Biology 1 (EB1)
& EOC Geometry (ECG)

Focus School Software F@C U S 14
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Once a test has been selected, the Test History Report screen will afford the user several search options:

P ToIOF]  TEST HISTORY REPORT Aain Adminstor (System Acrinsiator) 201520013
»  Test: [ Florida Comprehensive Assessment (FC2)

p 4 Search Screen  Simple List Customized List

[ ]

& Student Student Group | N/A

Search All Schools
© More Search Options Include Inactive Students.
< Search | Reset

e C(Click Simple Search to return a list of all students in the school
or

e Typein a student name or partial name to find an individual student or students with first and/or last names
matching the letters entered
or

e Click on More Search Options to select criteria for a subset of students

Once the search is complete, a list of students and their scores on the selected test will be displayed. Filtering options
can be applied to the report:

> Test: [ Florida Comprehensive Assessment (EG2) [.I
Options: | show all Administrations.
- -

lay Score ¥/ Raw ¥ Scale Score (Expanded # National # Normal Curve ¥ Local ¥ Lexile
i s

# Points ¥ Tabe Test
Score  Standard Score) Parcentile Equivalent tanine  Score Level

Displ @ o # Not
Type: 5 Pass/Fail 29 Applicable  Possible

3 553+aan Simple List = Customized List
) 621 aaMinistrations |} —>=me. Saarch )

sss
Reading  gg,

Admin School  Admin Reading Scale Resdin Heading Reading Reading $S8Reading SSS 555 Reading 35
Photo Student Grade BIM b o neval Aeaing soors Nefam2  Normal Doacing Rescand Achievement Reading Developmarial -
Expanded [alONS  Curve Local o Lexle  Level Pass/Fall Score A

Scors  {fxpanded Percent Equivalent P

core)
A apvott, coin T HEPAE 10 Feves, eota 20142015 09 20 277 1 226
b Abbott, Jasmine 00 Fab 20, 2014 20142015 09 % 245 3 274

e Use the “Options” pull down to display results by All Administrations, Most Recent Test Administration or a
Highest score type

™ LY T
options ¥ Show all Administrations
| Show Most Recent Administrations
isplay Score Highest 555 Reading Raw Score
pes: Highest 555 Reading Scale Score (Expanded Standard Score)

e Use the Filter button to filter the results by any column header

FILTER RULES

v > Run Filter |

Add Rule Clear Rules

Filter |

e Use the check boxes above the student list to select the score types to be displayed:

Display Score ~ Lexile ~ Normal Curve
Types: Score Equivalent

NOTE: the report automatically refreshes after a box is deselected. Deselect one box at a time.
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Absence Summary Report
This report tracks student attendance by Attendance codes for a user-specified timeframe. More Search Options allows
users to pull student subgroups, such as Active ESE students.

e From the portal page, navigate to Attendance > Reports > Absence Summary
e On the search screen, search for an individual student or use More Search Options to search for a specific
group of students

o TSVE  Assence suMmary Focus Supor i W

» Search Screen  Simple List Customized List

Student

Include Inactive Students
More Search Options

earch | Reser |

e Select timeframe from calendar pull-downs, periods to view and then click GO

» Report Timeframe: | August 417 4| 2015 5| - February % | 24 4| 2016 & | X[ Daily % | Go
Days Possible: | [0
- Search Screen | Simple List Customized List
& 565 Students [ Search
Periods
& ; " Periods " " Left Periods " Periods
Student Total Full-  Periods Periods Tardy Periods Periods gch o Targy Periogs Periods ootom
Student Grade Day Present L Q Absent 0SS b
[c) D Attended (P) () (A) &) Before (Excused) ISS (I) ©) of Religou
m Endof (L) Belief (B)
Day (Q)
. 02 115-100% 0 0 0 o o ) ) 0 0 0
w 03 113-98.26% 0 0 0 0 0 ] ] 0 0 0
=1 02 112-97.39% 0 0 0 0 0 1) 1) 0 0 0
a o 115-100% 0 o 0 0 0 ) ) o o o
02 113-98.26% 0 0 0 ] ] ] ] 0 0 0
3

e C(lick on a student’s name to view the individual student Absence Summary.

Discipline: Students with Referrals Report

This report displays students who have earned referrals and can be filtered to display students with a specific number of
referrals within a selected timeframe. More Search Options allows users to pull student subgroups, such as Active ELL
students.

e Navigate to the portal page and from the Discipline menu, select Reports > Students with Referrals

e On the search screen, search for an individual student, student group or use More Search Options to search
for a specific group of students

PTIVE]  STUDENTS WITH REFERRALS Sucer iomaion— T W nrovaee ago soco (W zvi52010 Wil cuerers W

» Search Screen  Simple List Customized List

Y

[ ]
Student Student Group | N/a Bl
& () Search All Schools
More Search Options [JInclude Inactive Students
]

| Search || Reset |
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FOCUS Training: ESE |

Sample Search results without selecting search criteria:

# Students with Referrals
Display Students with at least | 1 referral & |
Report Timeframe: August & 1 #] 2014 &) - March 8] 20 &) 2015 &, [
Search Screen Simple List Customized List
3 Students with referrals @ Search
Student StudentID Grade Referrals Most Recent Referral
Aobor, Goin © 4 68 G 6107918778 12 1 Sepa, 2014
uirre, Jin 6107011268 [1:] 1 Sep7, 2014
Baker, Martena 6101002207 [ 1 Oci8, 2014

At the top of the Students with Referrals report is the “Display students with at least” drop-down menu, which is used

to view all students who have received the selected number of referrals or more and a Report Timeframe to set the date
range to pull from:

Set the minimum number of student referrals to display.

Set the date range for students receiving referrals within the selected timeframe.
Click GO to refresh the screen and display the requested data.

e Click on any student’s name to view their individual Referrals screen.

Example Search using More Search Options to find ESE Program students with referrals

S 8F]  STUDENTS wrTH REFERRALS Foous Support
» Display with at least| 1referral +

» Report Timeframe: [ august | 17 | 2015 : | -(january  :| 27 :| 2016 : |2
Search Screen | SimpleList Customized List

. ESE FEFP Code: 9-12 Basic ESE Services [113]

& No Students with referrals were found. Search

1) Student Student ID Most Recent Referral
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Advanced Reports

With Advanced Reports, users can compile, view and track specific student data. The More Search Options feature is
used to narrow the results that pull into the report. Data in the report can be filtered, corrected and saved within the
report, and the report can be exported into Excel or a PDF. file for printing/saving. The search criteria used can be saved
for future use and easily accessed from the user’s Report menu on the portal page.

To create an Advanced Report, from the portal page:
e Navigate to Students > Reports > Advanced Reports
From the Advanced Reports screen, a Student Search module will be displayed, along with a More Search Options

button, Available Fields dropdowns, Fields to Include in Report box, and options to search all schools and/or inactive
students. This screen will dictate the content specifications of the entire report.

Student Search
Available Fields: Fields to include in Report:
Student | Q Search All Schools
Include Inactive Students
" General
More Search Options
Address

U More Search Options: (left column) This will define a specific subset of students to be included in the report

e Click on the gray arrow to open the fields for search criteria. Scroll to find and select the desired student
fields (such as the ESE field).

If selecting criteria from different fields, the students must meet ALL the selected criteria to be pulled into the report. If
selecting multiple criteria from within the same field, such as using checkboxes, the report will look for any student
meeting any of the selected criteria.

General

Last Name
First Name
Student ID

Address

[a=] 10 11
12 PK

Calendar | M/A

Grade

Scheduling
Absences

Grades

O Available Fields: (middle column) All tabs located in the Student Info screen are listed in this column.
Each field category can be clicked to reveal a drop-down list of blue boxes containing data relevant to that field.

e (Click and drag the blue boxes into the Fields to Include in Report box (or simply click the green + sign)

Available Fields:
Q
General
[Last, First M 8|
|First =]
[First Initial 8|
[Last 8|
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U Fields to Include in Report: (right column). All fields will be ordered as they appear in the box and can be
rearranged as needed by clicking and dragging the field box up or down. The Field boxes can also be deleted by
clicking on the red X or by dragging them back to the Available Fields box.

Fields to include in Report:
[Last, First M >/
|[Home Phone >
|Parent / Father: Name >
|Parent / Mother: Name >/

Once all report parameters are set to be included, click the Run Report button:

| Run Report |

After viewing the results of the report, the report can be modified to add more or less fields, (causing Search Options to
have to be reset), filtered and/or saved.

Saving the Report

Save the parameters and data results of the Advanced Report by clicking the Create Report button at the bottom of the
returned results report screen. Note: Using the Save button at the top right of the screen only maintains the defined
parameters of the report and not the data results.

il Create Report

The Saved Reports screen will appear prompting the user to name the advanced report.
| Student Information  |WE[RGEEITRTTLL S Lely High School

SAVED REPORTS [Guarers ¥

Create new Saved Report
Please enter a name for your new saved report.

This report will be a dynamic report available from the reports menu. All the criteria you
entered on the previous screen will be saved so that you can run this report at any time. You
will also be able to publish this report to other users once you've saved it.

Report Title ||

| OK | | Cancel |

After clicking OK, a confirmation screen will appear on the My Reports tab with a green checkmark indicating the report
has been saved. If the user has been granted the rights by the district, saved reports can be published to other user
groups to view the report.
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My Reports Published Reports

Q)?Your report, 9th grade contact, has been saved.

2 reports found.

| EEI OFF
Run Title § Program § Profiles 3 Schools § Delete
Q Sth grade contact Advanced Report @ Lely High School @ @
O Incomplete Schedules Advanced Report @ Lely High School @] c-)

o Reports created and saved by the user are saved under the My Reports tab. The Published Reports tab contains

reports created by other users and published to specified users.

The saved list of reports can be exported to Excel or printed using the appropriate icons.

Users also can turn filters on to drill down on the report list.

Clicking the blue arrow at the beginning of the line allows the user to run the report directly from this screen.

The name of the saved report can also be edited by clicking on the blue dotted line under the report’s current

title.

o Select the Profiles drop boxes for the desired user groups. This screen auto saves when the users advances to
the next line by clicking into one of the editable boxes and pressing enter.

o Clicking the drop down under Schools, the user can choose to publish the report to the current school or all
schools (depending on permissions).

o Clicking on the dash at the end of the line will delete the entire report.

O O O O

U Accessing Saved Reports
To access saved reports, navigate to the Reports menu and select the report from the pull-down list:

Reports
District Reports

ks
My Reports
ELL Exit and Entry

Published Reports
ELEM_Alpha List by Grade Level

Setup
Saved Reports

Types Of Reports under this tab are:

District Reports — created by District Administration and shared with select user profiles
Note: If a user does not have permissions to certain student fields included in the report, the fields will appear
empty.
o My Reports — created by the user
e Published Reports — shared with select user profiles by another user
Note: Depending on the user’s profile, reports can be shared with school staff or all schools.
e Saved Reports — displays a list of reports the user has created; selecting a report from this list will allow the user to
edit, delete, and share the report further
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U Modifying and Filtering a Saved Report
If a Saved Report is Modified or Filter Rules are added later, the user can resave the Advanced Report by clicking Create
Report at the bottom of the screen.

When a saved report is modified, a slightly different save screen will be displayed providing options to Save & Overwrite
or Save as a New Report Instead.

Are you sure that you would like to save your report, Advanced Report? Saving this report will overwrite the
existing version of the report with the changes that you just configured on the previous screen.

Save & Overwrite Save as a New Report Instead Cancel

Note: if “Save as a New Report Instead” is selected, the Create New Saved Report window will be displayed

Printing the Report

An Advanced Report can be exported as a Microsoft Excel spreadsheet by clicking the computer disc icon -I—Ll located
above the generated list, or as a Focus PDF document, by clicking the Print icon at the bottom of the page.

(= Print¥ i Create Report

Activity
Create an Advanced Report to pull all actively served ESE students in the school.

Include in the report: Student Name, ID, Grade, Gender, IEP Plan Date, Matrix, Last
Reevaluation Date and Total Non-Disabled minutes.

Save the report.
Access the report and change the title.

Run the report and sort it by the Matrix. Resave the report as a new report.
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Use with the activity on page 14.

MARCH 2, 2016 ESE DATA SHEET NAME OF DATA ENTRY:
STDNT #: NAME: GRADE: DATE FORM RECEIVED:
* ke ok Kok K -
( ) (any student at your school) (pk-12) DATE DATA ENTERED:
ADDRESS: SCHOOL: X
654 Pretty Bird Way, Naples, FL 34119 (your school site) LRI il
sonall Current . Placement | Service Ref ?::":T Original Eval | Eligibility | Pl t | Dismissal
Exceptionality | \inutes |P7™37Y | status Type | Reason Raril DATE DATE DATE DATE
F- SPeecH | 3@ Y P A D [1-19-16|1-25-16 |2-22-16 |2-23-16
|MATRI)(: 51 | lESE FEFP Code: | IIEPPIan DATE: L-23-1( ] lIEP Exp DATE: 2 -22-17 J
|Next Eval DATE: 1-2'4-111 |Last Eval DATE: 1-25-1Ll |TTsw: 12015 | |-runp= 1995 |
Gifted Eligibility: PlanA or Plan B| |Exceptional Student 60-day: N or P or Y
Alternate Assessment: Y or @ Extended School Year Services: Y or N or @
Specialist (InS§S): \(DUR In 65 Case Manager: \{D UR 6 L P
Behavior Services: YES or Special Class Code: AU EBD MC1 MC2 MC3 PKD
Nursing Services: YES or Testing Accommodations: } YES or
HOSPITAL HOMEBOUND TEACHER(s): TOTAL WEEKLY MINUTES PER TEACHER:
H/H STATUS:
FULL-TIME
INTERMITTENT
DUAL-SPLIT

STUDENT SCHEDULE TO POPULATE HERE
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