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Training Agenda 2016 
  Graduation Panel 

o Year Entered 9th grade, Graduation Plan Year and Graduation Options 
o Diploma/Certificate Options and dates 
o Community Service Hours 
o Fee Waiver 
o FSA Accommodations 
o FSA ELA Reading/Writing and Mathematics Testing Grades (MS only) 

  Test History 
o View Test Scores 
o Include/Exclude Scores from Test History on Transcript 

  Individual Student Course History 
o Adding records to Course History 

  Waivers, Credit by Assessment/Certification, Course Flags 
o Printing Transcript from Course History (Unofficial Academic History) 

  Transcripts 
o Print from Grades menu (District Template) 
o Send transcripts in FASTER 

  Review Errors and resend 
o Send Requests for Transcripts in FASTER 
o Handling Incoming Requests in FASTER 
o Import a transcript from FASTER 

 
Objectives: 

  View and/or edit a student’s final grades and Course History, including waivers 

  Enter transfer grades 
  Understand the process for sending and importing FASTER transcripts 

 
 
 

Training URL: 

train.focus.collierschools.com 
 
 
 
 

Training survey link: 

surveymonkey.com/r/5P75HBN 
 
 
 
 
 
 

 
Graduation Panel   



Focus School Software 2 

Refresher for Secondary Academic History/Transcripts 
 

 

 
Some graduation fields have to be manually updated from time to time. Most of these fields will roll over from year to 
year. 

  Locate a student by name or ID number from one of the search modules 
 

  Click on the Graduation tab located on the left 

  The Graduation Option can be changed during the Senior Year with parent consent. 
  Click on the applicable field to make a selection from the drop down or use the calendar 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Community Service Hours 

  Type in to the fields or use the drop downs to update data 

  Click the Save button. A new row of blank fields will display. 
 
 
 
 
 
 
 
 
 
 
 

Fee Waiver 

  Enter the date and type of fee waiver, school of attendance. 

  Click Save. A new row of blank logging fields will display. 
 
 
 
 
 
 
 
 
 
 

 
FSA Test Accommodations 
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  Enter fields for ESE students who receive Unique Accommodations for state standardized testing. These get 

reported for the Pre ID File. 
  Each FSA Test will have it’s own row for accommodations. 

 
 
 
 
 
 
 
 

FSA ELA Reading/Writing and Mathematics Testing Grades (Middle School) 

  These fields are used to log those middle school students taking a test at a higher grade level than their enrolled 

grade level. 
 

 
 
 
 
 
 
 
 
 
 
 

Middle School PE Waiver on Fed/State Tab   
 

  Make selection from the dropdown and click Save. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Activity: Update Student records for the following situations: 

 
1.  A parent has requested a change to their child’s graduation option. 

2.  An 11th grader has submitted 20 Community Service hours and has received a waiver for the ACT. 

3.  An ESE student’s IEP requires Unique Accommodations for Masking and Text­to­Speech. 

4.  Enter a Diploma Code and Date for a senior graduating with a diploma other than W06. 
 
 
 
 
 

Test History   
Viewing Test History (S734) 
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  Double‐click on the Yes to EXCLUDE the test and its scores from transcripts at the parent’s request. 

  Click on the Save button. (This does not remove the test from the student’s history). 
 
 
 
 
 
 

 
  Click on the grey triangle next to the test name to view test scores (S735). 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

Entering Test History 
Standardized test results are typically imported into student records. However, based on profile permissions, users have 
the ability to manually enter or update student test data, such as district assessments. 

 
  Click on the student’s Test History sub‐menu. Locate the row of blank Test fields. 

 
 
 
 
 
 
 
 

1.   Select the Test from the drop down 
2.   Enter the Date the test was administered 
3.   Enter the School Year the test was administered 
4.   Enter the student’s Grade Level at the time the test was administered 
5.   Check this box if the test score should be Included in the Transcript; otherwise, leave blank 
6.   Click the Save button after all applicable fields have been completed 

  Click the grey arrow after the Test Name to enter the scores for the applicable test parts and save. 
 

 
 
 
 
 
 
 
 
 
 
 

Updating Academic History   
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  Click on the student’s Grades sub menu 

NOTE: this can also be accessed from Grades > Final Grades, GPA & Class Rank, then entering the student’s name on 
the search screen 

Key features: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1.   Course History Module – The student’s GPA, Class rank and credit progression will populate in this box 
2.   Marking Period tabs (517 panel) – View grades by marking periods, semesters, years or full course history 

(what displays is determined by the marking period showing in the dropdown) 

  Use the All Quarters, All Semesters and/or All Years tab to enter posted grades for transfer 

students depending upon when during the marking period the transfer occurs and what final 

grades are on the transcript 
 

 
 
 
 

3.   Print Transcript – 
 
 
 
 

  Select a letterhead template from the pull‐down menu 

  Click Print Transcript. A preview will display which can be printed or saved. 
  Click “Return to Focus” to go back to the student’s record. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

4.   Update/Enter new record – Use the drop down menus to update any of these fields. 
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Click “Show Florida Fields” to display state reporting fields, course flags, etc. 
 
 
 
 
 

  The drop down menus contain “search” fields that enable a selection to be found without having to scroll 

through all the options. 
  These fields update options to match the user’s full or partial entry. 
  Click on the desired option when it appears in the list 

  Scroll or tab to the right to access all required fields 

 
Filtering: 

Click on the FILTERS button to filter the Course History in order to view specific data, such as all English credits 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Enter a New Record: use the top row of empty fields to manually enter course history information; use the tab key to 

navigate across the screen. 

  New records should be entered under the Course History tab for transfer students with final Semester and/or 

Full Year grades from a non‐district school. Quarter grades should be entered on the applicable quarter tab or 

All quarters. 
 

 
YEAR: select the school year from drop down 

  

 
 
 
 

 

 
 
 
 

 

 
MARKING PERIOD: select the term the grade was 
earned 

  

 
 
 
 

 

 
COURSE: start typing the course name and a list will 
populate if the course is in the Course Catalog; click on 
the course when it appears in the list. 
NOTE: the Course Number column will auto‐populate 
if the course is in the course catalog as will the Credits 
Attempted and Grad Subject (if applicable) 
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COURSE NUMBER: conversely, enter the course 
number and if the course is in the course catalog, the 
course title will auto‐populate as will the Credits 
Attempted and Grad Subject 

 

 
 

GRADE: entering the letter grade will auto‐populate the 
GPA points and Weighted GPA fields as well as Credit 
Earned 

CREDIT EARNED: this field will auto‐populate when a 
grade is entered in the Grade column; users can 
manually edit the field if applicable 

 

 
 
 

Scroll to the right to fill in any other applicable or required fields. The District, School and Grade level 

columns are auto‐populated. These fields will need to be manually adjusted for out‐of‐district students. 
Click the save button after completing each row to populate a new row for additional records. 

 
 

Scenarios: Update Academic History 

 
1.  A student has enrolled with final grades from another Florida county.  

Add a final grade to Course History for the student for English 2 and Semester grades for 

Intensive Reading for 2015­16. (Make sure to select a County in the District field.) 
 
 

2. A student took a 2nd semester Driver Ed Class with Florida Virtual and earned a final grade 

of a B. 
 

 
3. A 9th grade student has transferred during 2nd quarter with grades from Quarter 1. Enter 

grades for Alg 1 and Eng 1. 
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  PE Waiver, Credit by Assessment, Credit through Industry Certs, Vocational Program Code changes and 

Course Flags 
  PE Waiver: Type “Waiver” in the Course title search field to view and select waivers. Students with a PE Waiver 

will have a P entered in the Grade column; the P is tied to the course number. The Credits fields and Grad 

Subject will auto‐populate and can be manually adjusted if applicable. Click Save. 
 

 
 
 
 
 
 
 

  Credit by Assessment: Select the Course Title or Course Number. Enter a Grade of NG and in the Credit Earned 
column, enter 1.0. Scroll to the right to Course Assessment Status and select E. Scroll to the very end of the row 
to check the box for Credit By Assessment. Click Save. 

 
 
 
 
 
 
 
 
 
 

  Credit by Industry Certification: Type “cte” or “waiver” in the Course title search field to view and select the 
waiver. Enter P in the Grade column and in the Credit Earned column, enter 1.0. Scroll to the right to enter the 
Industry Certification Code and/or Certification Outcome columns. 

 
 
 
 
 
 
 
 
 
 
 

  Vocational Program code changes: If a student’s Vocational Program changes, it may require a change in the 
Vocational Program code. This field is located to the right of the Course Assessment Status column. Enter the 
new Course Title or Course Number and the Vocational Program Code auto‐populates. 

 
 
 
 
 
 
 
 

  Course Flag for Middle School student earning HS credit for an Honors course: enter all applicable course 

fields, including grade and credit earned. Scroll to the right to the Course Flag fields. Select 9 –Ninth Grader. 
These fields are also used to select the X or I for courses earning grade forgiveness. 
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Scenarios: 

 
1. A student retook a failed class and earned a B. Enter the appropriate Course Flags 
for both courses. 

 
2. A student earned the PE waiver for participating in Marching Band. 

 
 
 
 

 
Print a Transcript using the Grades Menu 

  Navigate to the Grades Menu and select Transcripts. 
 

 

  Enter the Student Name, part of student name, student ID or use the More Search Options feature to specify 

groups of students that match certain conditions. 
 

 
 
 
 
 
 
 
 
 
 

  Select transcript options: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1.   Check Only Secondary Courses to exclude elementary and middle school courses 
2.   Abbreviate Column Names to save room and paper. 
3.   A Letterhead Template for the transcript can also be specified. When a letterhead is selected, default 

settings will display and the user may be unable to edit those settings. 
4.   Save Settings as Default saves the settings that were entered as the default values for the Transcripts page. 
5.   Search All Schools may be an option as well as the option to Include Inactive students. 
6.   Continue should not be clicked until the desired students have been selected as this takes the user to the 

Generate Transcripts screen. 
7.   Reset the form and start from scratch. 

 
  Select the appropriate students using the checkboxes to the left of their names or select All students from the 

list using the box to the right of the Student column 
  Select the Generate Transcripts button at top‐right to pull the transcripts. 
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Selecting Generate Transcripts will populate a Preview window with the student transcript, corresponding to the 

options that were selected earlier in the process. From there, the Transcripts can be printed using the  icon, or 

saved as a .pdf using the  icon. 
 

 
 

Note: it is recommended to create a folder on your desktop labeled Common App and download the transcripts to that 
folder for easy access when needed. This can be done by groups of students or individually by student so that the file 
can be named by marking period and student. 

 
 
 

Activity: 
 

1.  Create a folder on the desktop for “Common App” or “Transcripts”. 

 
2.  Save three individual student transcripts to the folder. 

 
 
 
 
 
 
 
 
 
 
 

Transmit Transcripts Through FASTER 
Transcripts can be sent digitally using the FASTER feature built into Florida Reports. (NOTE: part of this training will 
include a PowerPoint to view the processes for Handling Incoming Requests and importing an Incoming Transcript) 

 
  Navigate to the Florida Reports Menu and select FASTER: 

 

 
Once inside of the FASTER menu, select the Outgoing Transcripts tab in order to view and send outgoing transcripts. 

 

 
 

Send a Transcript to another Middle or High School 

  Click the +Add Outgoing Transcript button 
 
 
 
 
 
 
 
 
 

 
A popup box will appear asking where the Records are supposed to be transmitted, as well as the type of transmission 
that is being used. 
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Send To: (this is the Header) 

1.   Select the appropriate County 

2.   Select the School 

3.   The Record Type Code defaults to I00 for Interdistrict Record Transfers and the Message Type 

Code defaults to S01. Use the Legend to change the Message Type Code if applicable. 

4.   Click Next at top‐right corner. 
 

 
Once Next is selected, a search screen will appear with the name of the addressed institution that was selected on the 
previous screen. 

 
  Enter the name or ID number for the student or use More Search Options if applicable, and click Search. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

  Select the student on the next screen using the checkbox located to the left of their name. If sending multiple 

students to the same institution, use the check box in the column header to select all students in the list. 

  Click Next. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

On the following screen, a confirmation will appear that an outgoing transcript was added for any selected students. 
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  Click “Close”. 
 
 
 
 
 
 
 
 
 

 
The student (or students) will show on the list of Outgoing Transcripts. The Status will appear as Pending until the 
transfer of data has been completed 

 

 
 
 
 
 
 
 

Once the Transcript is sent successfully, the Outgoing Transcript will show a green check mark and a status of Sent. 
 
 
 
 
 
 
 

If the sent Transcript has any Errors, a yellow triangle will display by the student name and the type of error will show in 
the Status field.  Once corrected, the transcript will need to be resent. If the error is in the Header, the transcript will 
need to be deleted and recreated. 

  Click on the yellow triangle to view the error. 
 
 
 
 
 
 
 

This expands the error and shows the record type, field, columns, description and link to help to resolve the error. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



1.   Click on the student’s name to view their record 

2.   Locate and correct the error 

3.   Return to the Outgoing Transcripts list 

 
4.   Check the box next to the student’s name 

5.   Click Save and Resend. 
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Sending Transcripts to Bright Futures 
Transcripts can be sent en masse for Bright Futures. The screenshots will document sending 11 th graders for Bright 
Futures 7th Semester Evaluation. 

 
  Click the +Add Outgoing Transcript button 

 
 
 
 
 
 
 
 

  Select “Bright Futures” from the Send To menu and enter 7 in the Bright Futures Term text field. The Record 

and Message Type codes will auto‐populate. 
  Click Next in the upper right corner. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
  Use “More Search Options” to select all 11th graders, then click Search. 

 
 
 
 
 
 
 
 
 
 
 
 
 

  Check the box in the column header to select all students in the list and click Next. 
 
 
 
 
 
 
 
 
 
 

  On the succeeding confirmation screen, click Close to finish the process. 



Focus School Software 14 

Refresher for Secondary Academic History/Transcripts 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Sending Transcripts to SPEEDE/ExPRESS Colleges   

 
  Click the +Add Outgoing Transcript button 

 

 
 
 
 
 
 
 

  Select “SPEEDE/ExPRESS COLLEGES and the College/University from the Send To drop downs; the Record Type 
and Message Type Codes will auto populate and can be changed if necessary. 

  Click Next in the upper right corner. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  Enter the student(s) name/ID on the search screen, or use More Search Options to select a group and click 
Search 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
  Check the box in the column header to select all the students or check individual boxes and click Next. 
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  Click Close on the confirmation pop up. 
 
 
 
 
 
 
 
 
 
 
 

Send Request for Transcript   
When students enroll in the district from another Florida school, users can send an electronic request for the student’s 
transcript using FASTER. 

  Click on the Send Requests tab 
 
 
 
 
 
 
 

  Click on +Add Outgoing Request 
 

 
 
 
 
 

  From the Send to drop down, select the County and School; the Record Type and Message Type Codes will auto 
populate and can be changed if necessary. 

  Click Next in the upper right corner. 
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  Enter the student’s name or ID in the search bar or use More Search Options to select a subgroup of students. If 

siblings attended the same school, the user can enter multiple ID numbers in the search bar. 
 
 
 
 
 
 
 
 
 
 
 

  Check the box to select the student(s) and click Next. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
  Click Close on the confirmation pop up. 

 
 
 
 
 
 
 
 
 

The designated user will need to check the FASTER menu daily until the requested transcript has been 
received. The user will click on the Incoming Transcripts tab to locate requested transcripts. The same is true 

to note whether there are any Incoming Requests. 
 
 
 

Activity: 
 

1. Send a transcript to a Pinellas County school for a student. 
2. Send transcripts for the same student to 3 different colleges. 
3. Send a Request for a transcript to a school in Martin County. 



Focus School Software 17 

Refresher for Secondary Academic History/Transcripts 
 

 

 
Handling Incoming Requests   

 
The Incoming Requests tab displays requests from other Florida districts or colleges for student information. 

 

 
 
 
 
 
 
 
 

  Select a request date‐range (click Go) and/or search all schools (optional) 
 
 
 
 
 
 

  Click on the student’s name; this will allow Focus to search for a match for this student. 
 

 
 
 
 
 
 
 
 
 

  If the Student is located, click their name again to complete this request. The student automatically populates 

on the Outgoing Transcript tab and their name no longer displays on this list. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
  If the Student is not located in the database, select a reason from the pull down and click the button "Student 

not found.” 
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Import transcript data from FASTER   

  Navigate to the Florida Reports menu and select FASTER. 
  Select Incoming Transcripts from the sub‐menus 
  Specify a Date Range if desired 
  Click Go in order to populate a list of the students 

 
 
 
 
 
 
 
 

  Select the appropriate student from the list. 
 
 
 
 
 
 
 

  Clicking on the student name will open a popup window with the details that were included in the electronic 

transmission from FASTER. 
 

If there are no matching students found during the import process, the system will state that No Students were found. 
However, sometimes this has to do with the External or Unique ID and the Social Security Numbers that are populated 
upon import. 
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  If this happens, uncheck these two fields and select Search Again to populate a potential list of matches. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

If a matching student is found, click on the Student Name to allow information for that student to be imported. 
 

 
 

Only the Demographic, Courses and Test History information will be imported. 
 
 
 
 
 
 
 

Any information that matches in both Focus and the FASTER transmission will be represented with a in the left‐ 
hand most column. 

  An open check box indicates the information from FASTER and within Focus do not match. 

  Checking the open checkbox will tell the system to allow the information coming from FASTER to overwrite the 
information currently existing in Focus. 

  Leaving the checkboxes blank will tell the system to use the information populated in Focus. 
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  Any information that is in the FASTER transmission that doesn’t exist in Focus will have a small grey checkmark. 

  Leave the box checked if the information should be imported. 
 
 
 
 
 
 

 
  Click Save Demographics when done. 

 
The Courses Tab 

 Check the box for each course to be imported  

 Click Save Courses to import any records marked with a . 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

The Test History tab 

  Check the box for Include All Test Scores or check each test individually 

  Click Save Tests after selecting all test scores to be imported 


