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Mass Requests enables searching for and selecting groups of students by grade level, previous or current courses, 
grades, test scores, special programs, or any other data collected on a student – and add a course or multiple course 
requests to those students. Counselors can, for example, schedule mass requests for students in Gifted, ESE, or ESOL 
programs by specifying the search criteria and then adding the course request. 
 
In EXCEL: 

1. Select and Copy your list of student ID numbers from your 
excel spreadsheet. 

 
 
In FOCUS: 

1. Ensure the School Year in the pull down is set to the 
upcoming, not current, school year. 

 

2. Navigate to the Scheduling > Mass Request menu. 
 

3. Paste the list of student ID numbers in the Student field. 
 

4. Click Search. 
 

 
 

5. Click SEARCH once the group has been selected. The students meeting the search criteria will 
display under the Mass Requests screen when it opens. 

6. Click Request(s) to Add Choose Course to select the course or courses to be mass added. If the 
course needs to have an Inclusion section linked to it, check the Inclusion box. 

 
 
 

7. A box will display with a list of all subjects: 

8. Click on the appropriate Subject and then select the Course. 
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9. The selected course name will now display. If additional courses need to be added, click the Choose 
More Courses link and select the subject and course from the display as before. 

 
 

10. Select the Check box on the title row to select all the students in the list to apply the request to or 
check the box next to individual student names. 

 
 

11. Click on “Add Request(s) to Selected Students” at the top right of the screen. 

 

12. A confirmation will appear indicating the selected requests were successfully added. 

 
 


