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Transcripts can be generated and printed from either the Final Grades, GPA, & Class Rank screen or the Grades 
Transcripts menu option.   

Note:  Transcripts for students graduating/attending prior to 2015-2016 should not be generated from FOCUS.  The 
official transcript would need to be generated from TERMS and sent via mail. 
 

Printing Transcripts via the Grades Menu: 

1. Click the Grades Tab. 

2. Select Transcripts.  The Student Info search screen will display 

3. Enter or Select your search criteria. 

Note:  Use More Search Options to search for groups of students. 

4. In the “Include on Transcripts” section:  

a. Check Only Secondary Courses to exclude elementary and middle school courses. 

b. Uncheck Only Secondary Courses to include elementary and middle school courses.  

c. Check Abbreviate Column names to save space and paper. 

Note:  Although these options will default, make sure to review for the correct settings.   

5. Select the proper letterhead template from the pull-down menu. 

6. Click Continue.  

 

7. The Search Results screen will display. 

8. Select the student(s) you would like to generate a transcript for. 

9. Click Generate Transcripts in the upper right corner of the screen. 
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10. The transcript will display in the FOCUS PDF preview window in which it can be saved or printed. 

Note: Click   to download the transcript and  to print the transcript. 

 

11. Click Return to FOCUS to return to the transcript search screen. 

 

 

Printing Transcripts via the Final Grades, GPA, & Course History: 

1. Click the Grades Tab. 

2. Select Final Grades, GPA, & Class Rank.  The Student Info search screen will display 

3. Enter or Select your search criteria. 

Note:  Use More Search Options to search for groups of students. 

4. Click Search.  

 

5. The Course History screen will display. 

6. Select the proper letterhead template from the pull-down menu.   

Note:  The drop-down menu is located to the right of the Print Transcript button.  

7. Click Print Transcript. 
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8. The transcript will display in the FOCUS PDF preview window in which it can be saved or printed. 

Note: Click   to download the transcript and  to print the transcript. 

9. Click Return to FOCUS to return to the Course History screen. 

 

 

 


