@ Focus University Training Document

2016

Training Agenda

Basic Navigation of SIS

Searching for Students

More Search Options

Student Record and Sub menus

o General Demographics

o Enrollment record

o Student Schedule

o Maedical-related tabs

Updating student fields

o Mass Adding Log Records Individually and by Group
o Update through Advanced Report

Objectives

To use various search criteria to locate students

To navigate and view student information fields

To update student information in a variety of formats

To create user-specific Advanced Reports and update info from report
To mass add screening records

Training URL:
train.focus.collierschools.com

Survey Monkey link:

Focus School Software F@C U S 1

Twdewi Gzlrawa



Focus Training: Nurses/Health

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

w wetp @l Logowe

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).
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These next items are the Portal Modules:

7.

10.

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).

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.

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.
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

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.

Abbott, Jasmine

i Abbott, Jasming [

Johns, Eric

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

]
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e 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

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.

Searching for Students

”, »,

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

Find a Student on Portal page:

Find a Student

U Click SEARCH without entering any criteria; this

will return a list of all active students in the school '
(called a Simple List) Search All Schools
OR Include Inactive Students
U Enter any combination of letters to return students Search /
with first and/or last names matching that

combination
OR

U Enter a student ID number or multiple IDs Find a Student
separated by a comma

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

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 | NOTE: Searches are not case sensitive

to Include Previous Years Inactive Students

Search

Featured Programs: Student Info on Portal page: Clicking this:

U Click SEARCH without entering any criteria; this will
return a list of all active students in the school (called a

Simple List) 2
» Aepornt Cords
OR “§ Beforrals
O Click on SIMPLE LIST View All Programa

OR

Opens this:
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OR

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

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

Search Reset

Q

OR

OR

OR

Students Menu > Student Info Search Options

Click SEARCH without entering any criteria; this will
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:

) Students

$ Student Info
Student Info 44—

Add a Student

Mass Assign Student Info

i Mass Add Log Records

Opens this:

# Student Info

Search Screen

et Cantoedend Us

e

Qctert |

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.
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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 -Ij allows users to export this list to an Excel spreadsheet.

o Thelist can also be printed as a PDF by clicking the '-45'1 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 Seroon  Simple List Customized Liwt
102’5 GPMM\!: §
\ 1. ’
Goto Peps 1.2, fispe AU — T =
Student Student 1O Groce
Acgeriu Jurray oM 12
Acutn . Castnul B102003704 (5]
Aguidac. Kuane G101 112005 1"

More Search Options

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. To be pulled into the list, students must meet all

the selected search criteria.

Click the grey arrow to open the links:
Four sections for more search options are
available:

General Searching

Menu Searching

State Reporting Fields

Student Field Searching

& Student Info

[FORY

Cater

D.

Sowrd A Broen
Yoate hactw Seawrts

General Searching:
Select criteria for a group of students based
on name, ID number, address, grade level, or
the calendar.

"t senrn

General
Last Name
First Nameo
Student 1D
AOress
Grade 06 . 07

Caiengar N/A 3

Menu Searching:
The second section provides searching
options based on the Focus menus as well as
Enrollment and Computed fields.
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O Click on any grey arrow to open the link
to select the data fields desired

Scheduling
Absences

Grades/GPA/Class Rank/Honor Roll
Course History

Eligibility
Discipline

Examples- Test History
Computed Student Fields
Contact Info
Enrollment

Click on Scheduling to search on a scheduling

option such as students Scheduled into a specific Scheduling

course, Scheduled into a specific section or
Scheduled with a specific teacher

Schaduled im0 Seclion Lo

Scheduled o Course Croom

Schaduted inlo Coursals)

Not Schadued inlo Courmals)

Schedided im0 Courseds) Last Year
Not Scheduled into Courne|s) Last

Yoar

Schaduied into Teacher Cxum
Requanied Course (x0K

Requested Coursa(s)

Not Asquesied Coursa(s)

Regquested Grad Subject|s)

Kegueated Any

Scheduled into at loast 1 actve

Course

Schedued with an Out of Feld

Toachw

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.

Florida Flelds

Master/Student Schedule
Course Catalog

Student Fields
The fourth section allows the user to search
on all the student information fields in the SIS.

The tabs and fields within the tabs that
display are based on the user’s profile and
permissions.

Student Fields
Demographic
ELL
ELL History
ESE
Program Summary
Social Workers
Special Ed
Health Screening
Health Summary
Immunizations
Medical

Medicstion Administration
504 Info

FASTER

Fed State

F VState Comp:

Homeless
Migrant

SAR

Titla 1 SES
wois

Addreas
Clossified
Counsvlor Notes
poP

Daily Visit Log
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Click on the Immunization tab to view available Immunizations

fields for search criteria. Health Examination ]
Status
Immunization Status E
Exemption Code E
Health Examination Date
Botwaen i =
Temporary Exemption Expiration Date
Between - i)
Temporary Vaccine Certification Expiration Date
Botwaen i =

ACTIVITY

Directions:
1. Pull a list of all students using the Find a Student search bar on the Portal page.
2. Use More Search Options to find students scheduled into a specific course.
3. Use Student > Student Info to find all students with a last name beginning with S.
4. In the current list, click on a student name and use the white navigation arrows to go to the
next student in the list.
5. Use the student name dropdown to find a different student in the list.
6. 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.

Viewing 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, and absences through the sub-menus.

e Locate the student by name or ID number from the Portal Find a Student search screen, the Student Info link in
Featured Programs, or from the Students menu > Student Info

. Administration | Add Absences ﬂ o Users
& Student Info * Student Info

Demographics

Focus School Software F@C U S 8
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Focus Training: Nurses/Health

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 Aguilar, Caldwell tnrolment Schedwe  Rrquests  Grades  Gradebook  Absances  Activites  Referrals  Testhistory  Agetar Cadems =
‘u 6102003764 uixn
Demographic £rint a FormLotter B Errors
4 Info 0 EwslnanDue ©
How was the name verified?
Adcren
7

Adsrasien & Contacts o Name verification uplosd 1319.6102002764 59 (8.4 1m2) ° :b. “:{I"m"

. "y
Betiavior Pan Preferred Flest Name et s AR Lo T
Clamitinz Preferred Last Name W1 W ihe shadert b5 an

o ::’nk Nietert
Hast: 4 d areut b Exgivk

Scroll down the to the desired field or use the Filter Fields... search box to type in the field name

Immunizations T

Fllter fields... v Immunizations

Click on the field name to view the student data for that field:

[ )
Immunizations| T Immunizations
Immunizations
Birthdate 03/31/1999
NOT USED
@ Health Examination Status |
e C(Click on the grey arrow to expand or collapse a screen.
= =
FASTER | Export: LIl ﬂ

Vaccination ¥

Fed State
S ® | ]
|

Graduation

i - Vaccination : |

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

scroll horizontally. Click on the View button to scroll the record vertically.

FECUs
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Enroliment

School § Grade Lovel 3 Date § Ene Code § Drop Date § Drop Code § Prior District § Prior State ¢ Prior Country 3 Edy

Lake Tratiord So.. | W[ 16 - B come Ao ) us - nmas i) 2

FSeoes W ovioa01s ! ™1 W F-Cote W P B US-nasis [ 2-

Lok Trafier .. ) 9 B c=/172018 " B ) -Coter BN ) us-neets ) 2-

Lowe Tratori 00 ) 2 B os/i82014 ot n Dt [l 06/06/2015 wv2iin. i Y -Coter i TL-Pionco ) US-Unieas ] 2
b Pinecrest Bemen.. I @2 W censnnts Aoz Fomome. [ 07/26/2015 W NotAcpkceon »

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 enroliment rows.
e C(Clicking Return to Enrollment returns users to the horizontal chart view.

Enroliment q ® Return to Enroliment

a et greyed out fields cannot be edited :
irs Next Grade Y
Schedule

The Schedule Sub-menu displays the student’s current schedule. Depending on how the school’s schedule is set up, the
student’s schedule may show tabs for Full Year, Semester 1, and Semester 2. (This does not apply to elementary).

Demagragric Envoilmant Schedule Aogquests Grades Gradebook Absenpes  Activitins Aefermals Test History un h k

o

Show Florda Fekes

Effective Date: | Febiuary 8| 24 1) 2016 8 Include Inactive Courses Courselist | Weekly Flannoll , o VecssomalWDIS Fudd

BClasses [EET =it 0 Ol d Wi viadite | (]
Course [ Porod-Toscher | re—r—— cm I Droppes  Lawt Modifed
) < 5 ar v Q r "3 L > -
N CONVERE GROE 67 01 07« 5127 - Thomas Alen Syers MTWHF Br-ice Semante Aug 1T, 3013 M':;'v(;_'éo ':\rﬁ';’;!
M COMPRE GOE 78 2101+ 8215, Thomas Alen Syers MTWHF B7R106 Semesny 3 Jan & 20v8 Kty Gortry- MoA ot

LT RN 5100808

W UF 50 02 02~ 001 - Margare Seoghe MTWHE B2-R106 AL Aug 7. 2018 Kﬁ'ﬁ"‘a’ff;’?"’ 1380
MLCHOS 2 £9.03- 003 - Argel L Gt MIWHF #6-m10a Pl Vo Aug 17 2018 sy 13 a8
W CoACS 04 04 - 21 « Frooeick Wenniund MTWHF B3R212 Rl You Aug 17, 2015 N;:T!:ﬁ'fm a?
MU MATH 2 6 08+ 17 - Brandos Kyle Meirherger MTWHI B5-A208 Pl Yoo Aig V7. 2018 it
NUAANG ARTS 2 50 D8 - 12 - Susss C Geegne-Simram MYWHF Bs-fce Pt Your Aug 1T, 3013 ﬁﬁ‘.ﬁ‘i’?‘;":‘m ar
W INTENS READ (NCY 0707 « 12 - Susan C Gegar Stairke MTWHF BSA106 Ful Your Aug 17, 2015 m&’f;&"w a?
+ Add & Secticn

NOTE: Be sure to uncheck the boxes for “Show Florida Fields and “Show Vocational/WDIS Fields”

Medical Tabs

There are several medical-related tabs on the student’s Demographic screen that each house specific data. Each can be

located by scrolling down the list, which is organized in alphabetical order, or by entering the field name in the Filter
Field...search box.
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Med| Y

Click te filter fields
Fed State

Medical

Medical - Clinic Visit Log
Medical - Health Screening
Medical - Immunizations

Medical - Medication Administr...

e Most fields can be updated through the use of drop-downs, from which the user would simply click on the
desired choice to populate the field. Other fields are updated via open text fields. The SAVE button must be
clicked after making any changes to the student’s record.

Medical
e This tab may contain a variety of medically related fields such as health conditions, allergies, dates for exams

such as school physical, IHP, IEP and 504 data. Use the right scroll bar to scroll down to view all fields on this tab.

Medical

All required data fields are marked with a red asterisk.
Grey fields will darken when data is changed or entered; save button will turn red

o Health Examination Status should be same as that on the Immunization tab
o Health Examination Date should be same as that on the Immunization tab

Focus School Software F@C U S 11
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Focus Training: Nurses/Health

* Birthdate
Health Examination Status

Health Examination Date

* Immunization Status

? School Entry Physical

04/11/2000

16 years

|‘|' - School entry health examination certified

{Fiter

I

N - Mone/Homeless

R - Religious exemption

T - Transferred from another Florida school without a health examination recard
V - Virtual/Home Ed, No Exam Info

Y - School entry health examination certified

o Immunization Status: select option from the drop down:

* Immunization Status

7 School Entry Physical

|Complele for 7th grade reguirement [8]

|Fiter

Complete for Tth grade requirement [8]
Complete for K-12, except for Tth grade requirements [1]

Parent Medicaid Consent Date

DH or HRS 680 code 1 [5]
DH or HRS 680 code 2 [6]

Parent Medicaid Consent Denied Date

DH or HRS 680 code 3 [7]

olled less tha day [0

Parent Medicaid Revocation Date

Permanent medical exemption [3]
Permanent religious exemption [4]

Medicaid Number

Temporary medical exemption [2]

o Alerts: check the box for any conditions noted on the Emergency Card

O

Allergy - Epipen Required

Asthma (medication at school) [
)y

Asthma (no medication at school)

0

0

Diabetes Type 1 (insulin)

()

Diabetes Type 2 (no insulin)

O

Heart Disease

O

Hemophilia

0

Hypoglycemia

0

Seizures

Sickle Cell

0
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Focus Training: Nurses/Health

o Health Conditions: select applicable condition from the drop down and enter start/end dates.
Use the tab key to navigate from field to field. After clicking the save button, a new row will
appear if additional conditions need to be added

Health Conditions

Export: LA

it ry Fy ry ry
Condition = Start Date = End Date = Notes =

o Individual Healthcare Plan: select applicable condition from the drop down and enter start/end
dates. Use the tab key to navigate from field to field. After clicking the save button, a new row
will appear if additional conditions need to be added.

Individual Health Care Plan

Export: [

Health Plan : Start Date :

o Physician and Dental: enter information from Emergency Card. Fields are open text fields. Use
the tab key to navigate across the row. After clicking the save button, a new row will appear if
additional doctors need to be added.

Physician and Dental

Export: 1]

Physician Name :

Physician Phone Number : Dentist Name : Dentist Phone Number :

o ESE Exceptionalities: if applicable to the student, these fields will auto-populate

ESE Exceptionalities

Export: [T

Exceptionality : Current Minutes : Primary : Placement Status : Service Type : Ref Reason : Consent for Init Eval Date : Original

o Doctor’s Note: if the box is checked, enter Comments in the text field

Focus School Software F@CMU,§ 13



Has Doctors Note
Doctors Note Comments

Preferred Hospital

= can be saved as an excel spreadsheet or pdf.

NOTE: Any record with the Export icon
Medical - Clinic Visit Log

Student visits to the school clinic are documented on this tab either by the school nurse or other designated individual.
Specific service and codes reflecting actual services provided can be documented and the information in the fields can
be pulled into various reports.

e Use the tab key to navigate the fields. Update fields via checkboxes, pull downs or open text. After clicking the
save button, a new row will appear for additional entries.

Medical - Clinic Visit Log

Clinic Visit Log

T rimers: 1

| Rxport; L.\

Date seen in Clinic § Time In § Reason For Visit §  Assess by § Treatment § Temperature § Additional Notes ¢ Time out § Outcome § Followup Date §

* v ¥

Immunizations
Student Immunization records will be updated by data entry and nurses will have view-only rights to these records.

e Student shot records are added or updated using the drop-downs to select the vaccination. Users can tab from
field to field to update the fields.

Focus School Software F@qﬂpms 14



Focus Training: Nurses/Health

Medical - Immunizations

* Birthdate 0¢/11/2000 16 years
Health Examination Status | - Schoof entry health examination cortfied v
Health Examination Date 107152000
* Immunization Status  Complete for 7th grade requirement 10] -
Temporary Exemption Explration D...
Immunizations/Medical

| expore: [ I Finers: C1/J3

» s Date 1 Vaccination Date 2 § Vaccination Date 3 §  Vaccination Date 4 §  Vaccination Dy

|} |}l i i i if |
e | OTP vacon... Il W os/:0/2004 10/25/2001 10/29/2000 - DE/14/2000 06/26/2000 |
w= [Hepattis 8 . I | M 10/29/2000 08/14/2000 __| B6/26/2000 - P M——
= [He Haero.. Il M 10/29/2000 08/14/2000 06/26/2000
v e [ M oc/10/2004 04/21/2001
—zmwwn. M 1o25/2001 10/29/2000 08/14/2000 D8/26/2000 i
we || Tdap (Totan... Il M osas/2042
s | V2 (vicn.. W oons00s
Immunizations Notes
s &) e

Date § Enterred By § Note §
N

Medical - Health Screening
The Nurses will update students’ screening records and data entry will have view-only rights.

e There are separate date fields for the screening and the actual examination.

e Use the tab key to navigate across the fields. Data is entered via dropdown menus, open text fields and calendar
entries.

o After clicking the save button, a new row will populate for additional entries as needed.

Each of these fields can be updated on the individual student’s record or mass updated (see next page).
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Medical - Health Screening

BMI Scruaning
S s o]
Helght ; Weignt ; BMl : Date *

Mearing Screening
EE98 o) N orr]
N

Scruening Outcomes Data ~

Screaning Status $ o

Screaning Comments | Exam Outcoma Dete * Examination Outcome * Exam Commants *

Vision Screening
Cas al BESor
Screening Date § Screening Outcome © Screening Status § Screening Comments § Exam Date § Examination Results | Cxam Commaents ¢
== | LV8/2014 . i
== | 02/08/2010 L3 - ¥
Health Scresnieg Opt Dut
CLS =) Rl oFF|
- .

Date J Opt Out 0
Scoliveis Scremning
[ teports YN Finers: T3

Screeming Date : Screening Outcome : Screening Comments | Exam Date § Examination Outcoma | Exam Commaents §

Note: if a student passes the screening, no other information is required. If the student fails, enter
additional information in the Screening Comments field.

Mass Add Log Records for Individual Student

Logging fields for screenings can also be updated for an individual student via Mass Add Log Records. From this option,
users will have access to a list of all the students in the school and can simply enter the student name in the Student
field rather than search for the individual student from the Student Info search box.
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Focus Training: Nurses/Health

e Go to Students > Mass Add Log Records

e Select the “By Student Tab”
F@C (W] MASS ADD LOG RECORDS

Student Information

Use the Logging Field pull down to select the screening record to be updated for the student.

[ ]
By Group

Logging Field: |Hearing Screening
“’ilter

T Hearing Screening
Hearing Screening
Historic Lunch Eligibility

e The system will automatically update to display the required fields.
By Group
Logging Field: |Hearing Screening .
¢ Prev Page: 1 /4 Mext » Export: [=hE=
4 Exam Comments §

Student § Screening Outcome Date § Screening Status§ Screening Comments § Exam Outcome Date § Examination Outcome

Enter the desired student’s name in the “Student” box or scroll and select the student from the list

Student §
|Abb

Abbott-Smith, Armanda [6107011653
Cabrera, Maile [6110016424]

Update the fields as applicable. Be sure to click the SAVE button in the upper right after making entries.
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Focus Training: Nurses/Health

Logging Field: |Hearing Screening .

« Prev Page: 1 /4 Next » Export: [=5= Filters: m

Student § Screening Outcome Date § Screening Status § Screening Comments § Exam Outcome Date § Examination Outcome § Exam Comments §

||Abreg.... | || .|| ||| ||| .|| |
== [Abreu...[¥| | 11/03/2008 [Filter | |
== | |Fee, .. |¥|| 10/23/2006 | .
== [Sanc.. |¥) | 10/23/2006 FAIL 0515 | ]

OPT 0615

== [Sanc.. [¥]| 10/29/2007 OTH 9999 | L]
== | |Gome... ¥ || 05/02/2012 PASS 0515 [ .

Mass Add Screening Log Entries

Focus provides a method for adding multiple student screening records. This process is particularly useful when schools
are performing screenings for large groups of students. As screenings are completed, the records can be input in the
system at that time.

To begin the process of adding records en masse click the Students Menu and select Mass Add Log Records.

Students

&

Student Info
&

Add a Student
(©)]

Mass Assign Student Info

A Mass Add Log Records ‘—

o Select “By Group”
e Click on More Search Options to set the search criteria for the group of students, such as all 6" graders.

m MASS ADD LOG RECORDS 53060t Romason Focus Support £
» by
> Search Custoenized Liast
s
s Studora | |
2 . Seanch All Schools
e et 070107 < f— WL P e
P
» Search | Beset
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e Click Search to return the desired list of students

By Student - Group

Search Screen Simple List Customized List

Student Search
General
Last Name Search All Schools
First Name Include Inactive Studen
Student ID
Address
’ Search || Reset
* Grade M 06 07 08
Calendar | NjA 3

At the top of the next screen,

e Use the pull down to select the type of logging field to be updated, i.e. Vision.
e Based on what is selected, fields will display to enter the date of the screening and a pull down will appear from
which to select the desired screening test.

This will display a master set of all fields contained in that screening test’s logging fields.

s (T2
Vision $ Save |
Screening Date Tost Type Glasses Left Eye Rosult Right Eye Result Both Eyes Resun Vision Referral Recommended Passod
+ 02/24)201€ NiA
instaline
W—. B 3 WS
Saorch Screen Simple  LEA fzed Lint

The screenshot below shows an example of adding Instaline vision screening records en masse for a specific class of
students.

e Selections made in any of the fields in the master set will populate the corresponding entry for all of the
students listed on the screen (in the example, the date and test type are filled in the master set).
e Use the checkboxes to the left of each student’s name to select the students whose records are being updated.
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Screening Date

Sawch il

Lot Fyw Aowst!  Right Eye Resut  Both Byos Hoswt  Vision Rotemal Aecommended  Passed !

e Enter any student-specific results from the screening in the row of fields aligned with each student.
e Once all data has been entered, click the SAVE button in the upper right corner.

~ Student StudentlD Grade ScreeningDate TestType [ Giasse it Eye Resul Aight Eye ResultBoth Eyes Resut Vision Referal Recommended  Passeq
: s [ omncans <o D= D= DL :

_ AbhoiPamela 6100000223 12 0S/07/0IS (T | lnstalie 3

05072015 1=

. Asns, Gragen EICP9182¢ 11 05(07/2015 (T | Instaline

N/A 5 ]

O D T 2

NJA 0 C 0

-~

_ Baher, Mariena 6101002207 09 0S/07/2015 T | Inswliee 3!

NA - d ]

s TN TE N CEE - :

-

Only the records of the selected (check box marked) students will be updated upon clicking SAVE.

In the above example, students are coming for the screening from their High School English teacher’s class. The students
will come at different times of the day but the screener can have the list open until all students from this teacher has
been seen. Once records are saved, a green confirmation message will display.

Log Entries have been successfully assigned for selected Student(s)
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Activity
1. Choose a group of students to Mass update vision screening records .

2. Update a screening record for an individual student.

Advanced Reports

With Advanced Reports, users can compile, view and update specific student data. The More Search Options feature is
used to define a specific group of students 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.

Available Ficids Fiaids to Include In Report
{Studert)| Saearch A3 Schoois
Include Inactve Students
Geoneral
Address

O 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 students scheduled into a specific teacher’s class)
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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.

Geonnral -
Last Name
First Name
Student ID
Addross
o8 10 11
12 MK
Calendar | N/A

QGrade

Zocheduling
Abrancen
Gradoen

U 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 (lick 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 =]
|First 2|
|First Initial =)
[Last 2|

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 *
|Student ID *
|Grade */
[School *
[Immunization Status *

Once all report parameters are set to be included, click the Run Report button (users may want to check the box for
Search all Schools before running the report)

l Afiun'ReportVV

After viewing the results of the report, the report can be modified (causing Search Options to have to be reset), mass
updated, filtered and/or saved.
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# Advanced Report
MQQ!&HQQQ_’] Doy Dispéay Records wis Ervors Save
1264 Students
GotoPue'2 agu s T -
Laat, First M Student 1D Graoe School mmrization Status Vaccna Certification Expiration Date
Aabott Coln GH0T1ETTS 12 Foous High Schoo! DHor HRS 630 A or A-2 (8]
Azbott Jasmivg L le 73l )] 04 Foous Hgh Schoo DHor HRS 630 A or A-2 (8]
Asbott Parela 6100000223 12 Focss Hgh Scheo DH ot HRS 820 A or A-2 (8]
Asbatl, Tvier 8105002223 12 Foous High Scheo DH o HRS 830 A or A-2 18]
Azbott Vingens 6100004583 0 Focus High Schoo Permaraet immusiaton [1)

Click on any column header to sort the report
Click on Filter to filter the report based on column headers to a specific subset of the results

If Modify Report is selected to change the fields included in the report, users will have to select the Search

options again.

Activity

Create an Advanced Report following the steps above. Include fields of your
choice but be sure to include at least one field that would be updated by

nurses.
o Filter the report to display a field containing a specific set of data that

may need to be changed or completed.

Mass updating student fields on Advanced Report
Advanced reports can be used to update specific types of student fields in instances where the same information will be
applicable to all students selected. It might be prudent to filter the report before mass updating so that only the

necessary students will display for updating, e.g. filter to show Temporary Certificates to be updated to complete.

FILTER RULES
Immunization Status $ || Starts With — kemporary Run Filter l
Add Rule Clear Rules

Grade Birthdate Immunization Status
06 09/21/2005 | Temporary medical exemption [2]
06 11/13/2004 il Temporary medical exemption [2]
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e C(Click on the Mass Update button

 Mass Update | Filter |

e Select the column that requires mass updating.

MASS UPDATE N/A
[ N/A a ] Birthdate i
¥ Immunization Status ]
Run Mass Update | Health Examination Status

e Choose the information to update from the next pull down that appears

MASS UPDATE

| Immunization Status = v N/A

Enrolled less than 31 day [0]

Complete for K-12, except for 7th grade requirements [1}]
Temporary medical exemption [2]

Permanent medical exemption [3]

e Click Run Mass Update

FILTER RULES
I: Immunization Status B :I I: Starts With B :I |temporary | Run Filter
Add Rule Clear Rules
MASS UPDATE
I: Immunization Status B :I [ Complete for K-12, except for 7th grade % ]
Run Mass Update |

The updated field will become open text boxes for any further editing before saving changes. A red Save button will also
display in the upper right corner.
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Grade Birthdate Immunization Status

06 09/21/2005 | Complete for K-12, except for 7th grade &
06 11/13/2004 || Complete for K-12, except for 7th grade %
o8 03/10/2001 ] Complete for K-12, except for 7th grade %

o Click the red save button after all data has been updated as desired. The changes will show immediately
on the updated students’ records.

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.

Wi Create Report

The Saved Reports screen will appear prompting the user to name the advanced report.

. Saved Reports

Please enter a name for your new saved repori.

Thmwﬂlbeadynamicreponavailwleﬁommerem"nnu. All the criteria you
el 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 | Immunizations]

OK  Cancel

After clicking OK, a confirmation screen will appear on the Saved Reports tab with a green checkmark indicating
the report has been saved.
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My Reports Publishec Ruports
O vour repan

2 reports found,
— e
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Row Tivle § Program § Profites § Schools § Delete
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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 title.

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 O

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

4 Reports

strict Rey ts

My Reports

Types Of Reports under this tab are:

e 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.

e My Reports — created by the user; accessing from here will open the report results

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.

Confirm Overwrite of Existing Saved Report

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 Heport 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 hlj located
above the generated list, or as a Focus PDF document, by clicking the Print icon at the bottom of the page.

[E{] Print¥ [k Create Report
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