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Training Agenda 

 Scheduling Students Before the School Year Begins 

 Manually schedule by section  

 Adjust a student schedule 

 Delete and re-enter a student schedule 

 Using requests to schedule a student 

 Scheduling Students After the School Year Begins 

 Manually schedule by section 

 Adjusting a student schedule 

 Deleting and re-entering a student schedule 

 Term Overrides 

 Adding an Inclusion section for an ESE student 

 Adding a Pull-out section for an ESE student 

 

Objectives 

o To manually build schedules for students enrolling after the beginning of a semester, transferring or requiring 

schedule change 

o To delete or change a student’s schedule before and after a term has started 

o To schedule an Inclusion section for an ESE student  

 

Training URL:  

train.focus.collierschools.com 
 

 

 

 

Survey Monkey link: 
surveymonkey.com/r/5PHRN2D 
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Walk-In Scheduling 

 
Walk-in Scheduling is used for students who enroll after the beginning of the semester, transfer from outside 
the school district or require a schedule change. This training will address how to schedule a student with no 
current schedule and how to delete or change a schedule before the school year begins and after the current 
term has started. A student’s schedule can be generated manually by adding sections or by adding requests. 
Auto-scheduling the requested courses can also generate the schedule. 
 
 

 Editing Existing Student Schedules PRIOR to the First Day of School or Current Term  
If the current term has not yet started, courses can be deleted or changed without the need to enter drop 
dates, since attendance and grade records do not yet exist.  

 
To begin editing a student schedule, navigate to: 

 Scheduling Menu  Student Schedule  

 Enter the student name or ID number in the search box.  

 Click Search. 
 

The student’s schedule screen will display.   

 
 
 
 SCENARIO:  an individual student does not have a schedule 
 

Method 1 

 Click on the + Add a Section option at the top of the schedule screen. If this button  

 
 

A new window pops up with the courses listed on the left. 
 

 Select the Subject, Course and then Section to add to the student’s schedule. 
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 Continue to select courses until the student’s schedule is complete.  

 
 

Method 2 (available anytime during the school year): 

 Use the Search for a Section to Add feature at the bottom of the schedule screen. Search from any one 
of the following options or multiple options:
           

 
 

 Once the selection has been made, click the Search button. A list of courses will display that meet the 
search criteria. The list includes full course details, including the number of available seats in the 
course.  

 
 
 
 

 Click the  + sign to add a course from the list.  
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 Continue the same steps to add other courses to the student’s schedule.  

 If courses have been linked, selecting the Parent will automatically schedule the Child; HOWEVER, if 
the Child section is selected, the Parent section will not schedule 

    
 

 Click the Save button once all courses have been added. 
 

Note: A dialogue box alerts the user that there is a conflict if courses are added to the same period or a 
section with no available seats has been selected. This safeguard will help prevent scheduling errors. 

 

 
 
 
 
 

 
 
 
 

Activity 1 – Use Loading reports to identify students needing completed schedules. 
 

 Select Students with Incomplete Schedules 

 Search without any criteria 

 Select a student and schedule the student using Method 1 above 

 Select a different student and use Method 2 to schedule the student 
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Method 3:  Auto-Scheduling the Student Using Requests    
 
Adding requests to the student’s scheduling record allows the user to first identify what courses the student 
needs to take and then allows Focus to Auto-Schedule the student based on the requests. Focus will look for 
the best scheduling option for the student. Manual adjustments can still be made to the student’s schedule 
after running the Auto-Schedule feature. 
 

To use the auto-scheduler, first add requests to the Request section of the student’s record.  

 To navigate to the Request screen, click the grey Requests sub-menu on the student’s record. 
 

 
 
 

 Using the Course pull-down feature, select the appropriate course for each requirement. Remember 
to set the Elective priorities.  

 
 

 Click SAVE after making all selections. The requested courses will populate at the top of the Requests 
screen. Set any restrictions necessary (this reduces scheduling options). 

 



Focus Training:  Walk-In Scheduling 
 

  

 

 

Focus School Software  6 

NOTE: If courses are selected that the student has already taken or that has pre-requisites, a dialog box will 
pop up warning of a conflict. By clicking the OK button, it will still add the course requests. 
 

 Once all the requests and any restrictions are set, click the Auto-Schedule this Student button.  

 
 

Focus will now attempt to schedule the student based on the requests and available seats in the various 
Course Sections. Once complete, a pop-up box with several override options will appear.  
 

 Select any option that may apply and then click the OK button to proceed. 

 
 

Unscheduled Requests 
The student’s schedule will now display. All scheduled courses will display in the student’s Schedule section 
and any unavailable courses will display in the student’s Unscheduled Request section.  
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Four options are open to the user at this point: 
 

Option 1: Click on a course link to open the Courses and Sections to manually select a section, add seats to 
a section or create a new section (not typical) to override the restrictions that prevented the scheduler 
from adding the section. 

 

 
 
 

Option 2: Click on + Add a Section to open the Courses & Sections to select a new course and section  
 

Option 3: Use the Search for a Section to add feature to search by subject, course title, course number, 
class period or teacher 

 
Option 4: Adjust the student’s requests and run the Auto-Schedule feature again 

 
 
 

 
Activity  2 – Using Requests and Auto-schedule to schedule a student: 

 From the Scheduling Menu select Loading Reports 

 Select Students with Incomplete Schedules 

 Search without any criteria 

 Locate a student without a schedule 

 Auto schedule the student using Requests 

 Manually complete the schedule if necessary to overcome conflicts or class size restrictions 
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PRIOR to the First Day of School or Current Term: 
 
 Scenario: the student has a schedule but it needs to be completely removed and created new 

Prior to the first day of the active marking period, classes can be deleted from a student’s schedule.  Since the 
class has not yet started deleting the class will not impact attendance or grades. 
 

 From the Scheduling menu select Student Schedule 

 Enter the student name or ID number in the search box and click Search 
 
The student’s schedule will appear.  To the left of the Course column there is a Delete column. (If the delete 
column is not displaying, please deselect “Show Florida Fields”). 
 

 To delete all sections in the student’s schedule click the Delete checkbox in the header and all sections 
will be checked.  Click Save to delete the classes on the student’s schedule 

 
 
The student will now show with no classes. Follow the steps for adding classes using the + Add a Section or 
Search for a section to add (pages 2-4) 
 

 
 

 
Activity 3 – Completely drop a schedule prior to the start of school:  

 From the Scheduling Menu select Scheduling 

 Search for the student you fully scheduled in the above activity (2) 

 Click on the checkbox to delete all classes 

 Use one of the above methods to reschedule the student 
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 Scenario: The student has a schedule but it needs to be adjusted to balance classes or for other 

reasons but the schedule does not need to be deleted – just reorganized. 
 
Prior to the first day of the active marking period classes can be changed on the student’s schedule by clicking 
the Period-Teacher pull-down.  The pull-down will display all other sections of this course.  It also displays who 
the teacher is for each section as well as the number of available seats.   
 

 Check the box in front of the course that needs to be changed 
 

 
 Select a new section 

 Repeat this for all sections that need to be moved  

 Click Save 
 

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

Activity 4 – Tweaking a schedule prior to the start of school: 

 From the Scheduling Menu select Scheduling 

 Search for the student you fully scheduled in the above activity 

 Adjust the student’s schedule by moving classes from one period to another using  
the pull-downs in the Period-Teacher column 
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 Editing Existing Student Schedules AFTER the First Day of School or Current Term  
 
 Scenario: The student has a schedule but it needs to be completely removed and created new 

Once the first day of the class term has arrived the “Delete” column will no longer display on the schedule and 
neither will the ability to use a pull-down to move sections from one period to another.  This is because the 
class is active and attendance and grades may be tied to the section.  If the section was deleted all attendance 
and grade data would be lost.  To preserve the attendance and grade data classes must be dropped and 
added. 

 
 

 
If, after the school year begins, the delete column still appears for some sections this is because that section 
begins in a future marking period with a future start date.  An example is a semester class being offered 
Semester 2.  Since this class will not begin until January the delete option as well as the pull-down options still 
remain until the January start date.  

          
Sections that need to be dropped due to schedule changes can be dropped individually by clicking on the 
dropped column and entering the drop date, remembering the drop date is the last day the student was in 
the class 
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If all sections on the student’s schedule need to be dropped the Mass Update option can be used. 

 Click on Mass Update 

 
 
The Mass Update fields will show at the top of the schedule. 

 Select Dropped from the pull-down  

 Select the Drop Date for the classes  

 Click Run Mass Update to place the dropped dates on the schedule. 

 
 

 
 

 Click the red Save button that will appear in the top right corner and the sections will be removed 
from the schedule.  

 
The student’s schedule will now display no sections.  Use one of the previously trained methods to add 
sections to the student’ schedule. 
 
To see the dropped classes, click the Include Inactive Courses checkbox. 
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 Scenario:  The student has a schedule but it needs to be adjusted to balance classes or to adjust 
classes due to some other change 

 
 Select the section to be dropped and enter a drop date.    

 

 Click Save to save the changes 

 Use the +Add a Section to locate and add the replacement section 

 

 
To see the dropped classes, along with the currently active classes check the Include Inactive Courses 
checkbox. 

 

 

 Edits that can be made during anytime of the school year 
 
Term Overrides 

 Scenario: A student is making up ½ a full year course 
Some students need only one semester of a full year course.  In this case a term override can be 
attached to the student schedule.   

 

 From the Scheduling menu, select Student Schedule 

 Enter the student’s name or ID number in the search box and click Search 

 Select the class needing the term override  

 Click on the Full Year in the Term column and change this to Semester 1 or Semester 2   

 Save the change. 
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Once the Term override is saved the selected Semester is preceded with an asterisk.   The * identifies this a 
term override. 

 

 

 

Activity 5 – Scheduling a student into Semester 2 only of a full year class 

 From the Scheduling Menu select Scheduling 

 Search for any student that has a schedule 

 Locate the student’s math class 

 Set the term to Semester 2 (notice the * that will appear as will the January date) 
 
 
 

 

 

 

 

 

Collapsing a Section and Moving the Students after school begins or when the sections meet different 
periods of the day 
 
 Scenario: It is determined that one of many sections of a course will be dissolved and the students 

will be moved into other remaining sections. 
 

 Identify the students in the section to be dissolved 

 From the Students menu select Student Info 

 In More Search Options, select Scheduling > Scheduled into Section 

 Click on the Choose link 
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The Courses window will pop up allowing searching for the desired section to be dissolved: 

 
 

 Select the Section to be dissolved and the screen will default back to the Student search screen 
showing the selected section. 

 Click search. 

 
 

 This will provide a list of students that need to be rescheduled into a different period and section 

 
 Select a student from the list, which will open to the student’s demographic record 

 Click on the grey Schedule sub menu and adjust their schedule. 

 
 

 Use the grey arrows on the schedule screen to toggle to the next student in the list  
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Moving a Section, with the teacher and students, to a different course number 
 

 Select Scheduling Menu  Courses/Sections 

 Navigate to the section to be moved 

Subject  Course  Section 

 
 

 Click on the section to open it and then click on the section name in the top left corner 

 
 

 Click on the link to move the section 

 
 Select the new Subject and Course to move the section to. In this example the section is being moved 

from Honors English 1 to English 1. 

 

 Click OK to confirm moving the section. 
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Activity 6– Moving an entire section from one course number to another 

 From the Scheduling Menu select Courses and Sections 

 Locate a section of Honors Math (select any one) 

 Move this section to the non-Honors course number for the same course 
 (example – select a 1200320 section and move it to 1200310) 

 

The section will now appear in the selected Subject and Course area. 
 
The teacher, students, grades and attendance have now all been moved to the new course number. 

 

 

 
 
 

 

 

 

 

 

 

 

 

Adding an Inclusion section for an ESE student  

It may be necessary to delete courses from the student’s schedule to add the selected courses. 
 
 Method 1: For schools that have built SEPARATE sections for the Inclusion teacher 

 
The Inclusion section can be manually added using +Add Section and searching for the Inclusion section from 
Courses & Sections. 
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 Method 2: Using Student Requests (works in conjunction with sections created on the Inclusion Tab) 
The Inclusion section can be added by checking the Inclusion box on the student’s request screen or Mass 
Added to students on the Mass Request screen. When “Auto Schedule this Student” is clicked, the Inclusion 
section will be automatically added to the student’s schedule. 
 

Student Requests screen: 

 
  Mass Request screen: 

   
 
 
 Method 3: Manually Add from the schedule (works in conjunction with sections created on the 

Inclusion tab) 
 
If the desired course has an Inclusion section attached, it will display an editable red X in the Inclusion column 
on the schedule (after sections have been added or requests have been entered and “Auto Schedule this 
Student” has been clicked). This indicates the course has an Inclusion section but the student is not assigned 
to it.  

 
 

 Double click the red X, which after saving, will turn to an editable green check mark. The Inclusion 
section will appear below it with a green checkmark that cannot be edited. 
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If the desired course does not have the red X in the Inclusion column: 

 PRIOR to the start of a term, click the Period-Teacher link and select a new section (page 9) 

 AFTER the start of the term, enter a drop date for the course and add the new course using either 
+Add a Section or Search for a Section to Add (page 10). 

 Click  after making any changes to the student schedule.   
 

 Once the student schedule is completed, be sure that Show Florida Fields is checked in order to view 
and edit Class Weekly minutes for each course as applicable 

 (8.4.3.1 version and up) Focus will subtract the number of minutes for the inclusion class (if entered 
on the Inclusion tab) from the total minutes for the general education section of the same course  

 
 

 If the section added was a pullout section, the minutes will need to be manually adjusted for the 
pullout and the gen ed course the student is being pulled from. 

 

 

               
 
 

 

 

 

Activity 7 – Adding ESE services 

 From the Scheduling Menu select Scheduling 

 Search for and select an ESE student (HINT: Use More Search Options) 

 Based on how your school created Inclusion sections, add an Inclusion Math 
section to the student’s schedule 

 Add a section for Physical Therapy for 30 minutes on Friday. Subtract the time 
from the social studies class 

 


