F@cus

vices School Software

\> CCPS
Printing Report Cards — Elementary KG-05

MAKE SURE YOU ARE IN THE CORRECT QUARTER

After posting is complete, grade reports checked, and grade changes B /ssessment | Altendance

entered/approved, you can generate and publish your report cards. | lsearch

Final Grades, GPA, & Class Rank

1. Click the Grades tab.
2. Select Report Cards.

Progression Plan

. . | Report Cards _
3. The report cards screen will display. I o
= elec uagentyotall -
eport Carcs

& Sched Grad... " ASSES_ «f Attend # Discipl .. B8 Forms & Eligibi_. Florida_. s Reporis

Letterhead Template | Class List wi v Sort Report Cards | Period 00 Teacher ~|

Student | |

More Search Options Effective Date [October v |13 v 2023 v |7

[Cinclude Inactive Students

M o e detelh, "Mw""’“” "‘\.”"""‘

4. Select the appropriate Letterhead Template — Elementary Report Card.

Letterhead Template | Class List wii v Sort Repo
| Class List wiSignature

CTE Transcript
Elementary Interims

ﬂ Elementary Report Card !

HS Interims
M5 Intarims
Postsecondary Progress Report
Postsecondary Transcript le
Report Card Middle School - ENG

5. Sort Order: Period 00 Teacher

6. The Effective Date will default to the current
date. Change it to the Quarter end date in Sort Report Cards | Period 00 Teacher v
which you are generating report cards for.

7. Click Continue.

Effective Date | October v |13 v [ 2023 v |

[include Inactive Students

| Continue. . || Reset |
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8. The Report Cards screen will display.

&~ Setup Siudents = 8 Users @) Scheduling Grades -:'Assessment «f Attendance = Discipline | B8 Forms | & Eligibility Florida Reports gl Reports
Print Report Card: Click to preview
® For each student Q q
\ interims for the —
selected students Preview | | Print
Search Screen Simple List Cusm Print report Card for
340 Students (& each student Click to print
O |Photo Student interims for the Grade
selected students
(] . v KG
Il
.\ Click to select °
O B T 03
individuall
td Y
O . v ; [L-Consent to Non-academic Counseling Yes KG
(.

Print Report Cards

Elementary schools will distribute printed copies of report cards to parents/students. Parents/Students will
be able to view report cards online via FOCUS on the specified report card distribution date.

Reminders:

All grade level report cards will be available online.

Report cards must be published so they are accessible via the portal.

You can publish report cards multiple times.

The parent/student can only view the report card on or after the scheduled report card
distribution date.

e The link on the parent/student portal will be accessible for 28 days after being published.

From the Report Cards screen:

1.
2.
3.

Select all students in the list or check students individually.
Select For each student in the Print Report Card section
Click the Print button to generate the report cards.

#~ Setup Siudenis = 48 Users @) Scheduling [ Grades ‘Assessment  «f Atlendance & Discipline & Forms & Eligibility Florida Reports  glls Reports

Print Report Card:
® For each student

Preview

Search Screen Simple List Customized List

340 Students | 340 Selected Search
ol v] @l v] gl v]

Student ID Grade
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4. A PDF file will display showing the report card for the students you previously selected.

o Return To Focus

2=  Grade Reporting

Click to return to
FOCUS report
card screen

Grade 02 Elementary Report Card
Quarter 4 « 2023-2024

Sea Gate Elementary (0171)
SGE - Peace, Love and SGE...Celebrating 60 Years of Excellence!

Click to
ConieEd Click to print

e maaidl?

5. You can either download the file or print from the browser. It is recommended that you download

the file and print from the PDF document.

6. Select the print button in the upper right corner of the focus PDF
screen to print the pdf file OR Select the download icon in the upper
right to download the PDF.

7. Click the “Return to FOCUS” button in the upper left corner of the

screen to return to the Report Cards screen.

0 Return To Focus

Modules.php

It is recommended that you download the PDF and review the report cards prior to printing.

Printer Settings

Print

Printing from the PDF file:

Printer: | adm-3-Training M805 Laser «|| Properties A Help @
1. Paper Size: Letter (8.5"x11”) copes [T 12 2 Prt o gmgecae blck anc i)
2. Orientation: Landscape Dlsave inkftoner @
3. Scale: Fitto paper Pages to Print e e
4. Print on both sides of the paper ggﬂm - Document and Markups v
a. Flip on short edge oo ‘]f’_y Summarize Comments

* More Options

®

Poster

Page Sizing & Handling

Size Multiple

CIFit
() Actual size
() Shrink oversized pages

(®) Custom Scale: 100 %

[[]Choose paper source by PDF page size

Print on both sides of paper

(O Flip on long edge (®) Flip on short edge

Booklet

Document: 11.0x 8.5in

11x 8.5 Inches

b
oo

Orientation:
(O Auto portrait/landscape
() Portrait
(O] Landscape
< ' S
Page 1 of 34
Page Setup... Cancel
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Printing from the BROWSER:

@ Gmk!lZFlrnw-:':ryl}qwn(‘-rd o este

1. Paper Size: Letter (8.5"x11”) == i A . u .
2. Orientation: Landscape — e =
3. Scale: Fitto paper - S— ——

4. Two-sided: Print both sides .

a. Flip on short edge — . )

— } Two-sided Print on both sides
| T ] Fiponshortedge v

Understanding the Report Card Template

Understanding and interpreting the elementary report card template is key to be able to identify where
information originates and where it is placed on the report card.

Quarter 4 » 2023-2024

CCPS Sea Gate Elementary (0171)

SGE - Peace, Love and SGE...Celebrating 60 Years of Excellence!

%‘s; Grade 02 Elementary Report Card

Student ID: Student: Teacher: Debra York
ATTENDNACE Q Q2 ® o ADDITIONAL EDUCATION SERVICES Q @ Q o
Present: | 39 0 0 0 Individual Education Plan (IEP)
Absent 3 0 0 0 English Language Learner (ELL)
Academic progress affected by inconsistant atiendance: |  No Gifted: Educational Plan Goal
Grading Code for Subjects: STUDENT SUCCESS PLAN (SSP) Qi Q o] o1y
0= 90- 100% | §= 70 - §9% | N = 60 - 69% | U =0 - 59% ELA
E2 = ELL Pastially Meets the Academic Standards with Language Support Writing
El = ELL Does Not Meet the Academic Standards with Language Support Mathematics
Grading Codes for Effort and Related Arts: Behavior Management
O = Oustanding | § = Satisfactory | N = Needs Improvement | U = Unsatisfactory

Course: Quarter | Quarter 2 Quanter 3 Quarier 4
SECOND GRADE
G es 0
ebra o
Language Arts York, Debra o
0
Leamer Qualities Qi Q@ Q3 Q4 On Track to Meet Standards Qi Q Q3 [
Completes and reurns homework on time 0 ELA
Shows responsibility | O Math
Works independently | O Science
Interacts collaboratively with others | O Social Studies
Demonstrates self-control | 0 Student Needs Improvement o be Eligible for Promotion |  No
Follows 5}
Demonstrates legible printing skills | ©

| Principal's Message |
| We've had a wonderful start to the school year! Encourage your student to read nightly! Peace, Love and SGE...celebrating 60 years of excellence! ‘

‘hmden[\u Student Teacher: Debra York [Date: Oet 12, 2023 |

Post Standard Grades Setup/School Info/
Post Final Grades (period 00) Report Card Message

Overall Grade & Effort Learner Qualities Principal’s Message
SSP & Gifted

Attendance & Improvement Notifications
Comments & Conference Requested
On track meets standards
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