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Training:
+ Contact Sheryl Priester ext. 70417 or email
priess@collierschools.com

Support:
* Contact the Help Desk at ext. 70445 or email
helpdesk@collierschools.com
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Interim Report Processing Schedule — Quarter 1: _Quaner 2 v
« Friday, September 11, 2026 — Interim Period Ends '
o Friday, September 11, 2026 — Interim Posting Window Opens
o Tuesday, September 15, 2026 — Interim Posting Window Closes

o High School window closes at 2:30pm Quarter 2
o Middle School window closes at 4:30pm Quarter 3
e Thursday, September 17, 2026 — Online Publishing of Interim Reports Quarter 4

Make sure you are in the correct Quarter before proceeding.

Step 1 Monitor Your Teacher Completion Report
MAKE SURE YOU ARE IN THE CORRECT QUARTER

The Teacher Completion Report displays the teachers who have not
posted their marking period grades yet and is broken down by Periods. In
the event a teacher is absent or, for some other reason, is unable to post

I CTE Report Cards

their own grades, this report can be used to post grades for the teacher. Reports
Teacher Completion
1. Click the Grades tab Teacher Gradebook Usage

2. Select Teacher Completion m

3. The Teacher Completion Report will display. Calculate GPA

Interpreting the Teacher Completion Report:

Select the current
Final Grades Standard Grades grade marking periOd.

Quarter 1 Quarter 1 Exam Semester 1 Semester 1Exam Full Year Full Year Exam Interim 1 Click the red X to post
grades for the teacher.

Grade posting period: September 11, 2026 - Sep

15, 2026 at 4:30 PM & Click the red Xs to post grades for the teacher.
37 Teachers who haven't entered grades |E Grade POSting | i l |Search | E
window dates. -
Teacher Staff ID Homeroom Period 1 i Br1 Period4 Period® Periodé Period7 period8 Period 99
~ ~ A A ~

Blank fields indicate that the
A teacher has posted grades for

b4 * X #< | that period or does not have a
Red X’s indicates graded section assigned.
. A A

periods the teacher
has not posted grades. A A A

~ ~ ~ A A A

A A A A A A

A A A A A A

Reminders:
e Make sure the current quarter marking period is highlighted/selected.
e The Grade Posting window dates are indicated at the top of the report. Once the time
indicated has passed, teachers will be locked out from posting grades.
e As teachers post grades, the red X’s will fall off the report until there are no periods for which
grades have not been posted. Note: If a teacher should happen to enter some grades and
save, the red X will drop off the report although grades have not fully been submitted/posted.
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Step 2 Check your Missing Final Grades Report
MAKE SURE YOU ARE IN THE CORRECT QUARTER

The Missing Final Grades Report displays a list of students who were
enrolled in a course through the end of the grade-posting period and do not
have a grade posted for that course. If the student withdrew from the course,

an end date will appear for the dropped course. Final Grades, GPA, & Class Rank &
Approve Grade Changes

1. Click the Grades tab.
2. Select Missing Final Grades. Teacher Completion

The student search screen will display from which missing grades for Ciadefrcakdoun

a specific student or group of students can be viewed.

| searcn._. (Ciri + Space) |

Missing Final Grades

Student Final Grades

4. Make sure the proper marking period is selected.
5. Click Simple List to view all missing grades for the selected marking period.
6. The report displays alphabetically by student.
7. Click on any column header to sort by that column. For example, click on the Teacher
column header to sort the list by teacher.
Setup Students  Users Scheduling Attendance | Discipline | Billing Select the eports | Reports
~ Missing Final Grades Select to see all current grade
students that marking period

Quarter 1  Semester 1 Semester 1| meet the criteria  |Il Year Exam Interim 1

Search Screen Simple List |Customized List

» Missing Final Grades Click the header to
Quarter 2 Semester 1 Semester 1 Exam Full Year Full Year Exam Interim 2 SOI't by that C0|Umn
Student Search Screen | Simple List Customized List
745 missing grades | Search
w Student Student ID Grade Course Teacher Period Start Date End [
- D " CHORUS 3 Buonamici, Tara Lynn Period 6 Dec 15,2016
12 Composition 1 Evans, Sherrie Dawn Period 1 Aug 15,2016
12 Composition 1 Evans, Sherrie Dawn Period 1 Aug 15,2016
12 Composition 1 Evans, Sherrie Dawn Period 3 Aug 15,2016
12 Composition 1 Evans, Sherrie Dawn Period 1 Aug 15,2016
‘ 12 Composition 1 Evans, Sherrie Dawn Period 1 Aug 15,2016
Xmsquﬁ'““‘ Grade Posting Window
—
e MAKE SURE YOU ARE IN THE CORRECT QUARTER

Teachers can enter/edit grades if the grade posting window is open. Once the grade posting
window closes, a teacher can no longer access grades for the grade posting term. Administrators
and Data Entry continue to have access after the grade posting window closes. A school can
request the grade posting window to be re-opened. To avoid re-opening the grade posting
window, teachers can submit grade change request.

Quarter 1 Semester 1Exam Interim1 | Quarter2

You can post final grades for this marking period between September 11, 2026 & Sep 15, 2026 at 4:30 PM. Uinclude Inactive Students

Mote: Your system preferences do not allow you to post Comments and/or Conduct without a grade.
If yvou delete an existing grade, all of that student’s comments will be lost when changes are saved.

Consult with your Administrator prior to requesting a grade posting window extension.
DO NOT PROCEED until you receive directions from your Administrator.
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If the grade posting window has closed and you need it to be re-opened so teachers can continue
to enter/edit grades for the grading term, your Administrator will need to submit a request via email
to grades@collierschools.com requesting the grade posting window for your school to be re-
opened. In the request, make sure to note the new date and time you want your grade posting
window to close. Once the date is changed, teachers can resume entering/editing as needed.

Step 3 Post Grades for Absent Teachers
MAKE SURE YOU ARE IN THE CORRECT QUARTER

In the event a teacher is absent or for some other reason is unable to post their own grades, the
Teacher Completion Report can be used to post grades for the teacher.

Consult with your Administrator prior to posting grades in the absence of a teacher.
DO NOT PROCEED until you receive directions from your Administrator.

To post grades for a Teacher, from the Teacher Completion Report:

1. Click on a red “X” for the corresponding teacher/period.

2. The Post Final Grades screen will display in a pop-up window.

3. Use the Course pull-down under “Post Final Grades-Teacher Program” to select the course.
It defaults to the course connected to the period column from which the red X was clicked.

4. You can enter grades via “Use Gradebook Grades” or manually enter them.
Note: Use Gradebook Grades to post grades for the entire class at once, as long as no
grades are missing when posting quarter grades.

5. Click the Save button to save the manually entered grades.

6. If applicable, choose another course from the pull-down and repeat the above steps.

7. After entering grades, close the browser window to return to your original FOCUS session.

. Student Information Sheryl Priester

@ Post Final Grades 2017-2018 Quarter 2 X
Teacher Program Click the red X to post
02 - 002 - 12040007 MAJ INTENS MATH (MC) v Click to select another final grades for a teacher Search

course section -
Interim2 | Quarter 1 PETELE
You can post final grades for this ma . . at 5:00 P Include Inactive Students
Click to post using gradebook

Save

grades for the entire class —

Use Gradebook Grades

22 Students | A
Student Student ID Grade Level Use Gradebook Grade Conference Requested b4
. . q Use Gradebook Grades (A) v No v
Click to post using A
Use Gradebook Grades (A) v No v

gradebook grades for an
indiVidUal Student Use Gradebook Grades (A) v No v

U7 Use Gradebook Grades (A) v No v

In absence of the red X, you can also access the Post Final Grades window by:

X
X
Click the Users Tab. m—

1.
2. Select Pos Fina Grades. CEr—
Vance epo!
3. Search for the teacher. ] . |
. Teacher Programs
4. Click Search. . . . . Reward Positive Behavior
5. Select the teacher from the list, and the post final grades window will _
A 1 Post Final Grades
dISplay. ' Gradebook Reports
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Step 4 Approving Grade Change Requests
MAKE SURE YOU ARE IN THE CORRECT QUARTER

After the grade-posting window has closed, the Approve Grade Changes screen allows
administrators or designated staff to approve teacher requests to change Interim progress report
grades. Administrators or the designated staff will receive a Portal Alert stating how many grade
change requests are awaiting review. Once the request is approved, the grade (and GPA for high
school students) is updated in the Focus database and reflected on the student’s Interim progress
report and the appropriate Course History Interim tab.

1. Click on the Portal Alert
OR
1. Click the Grades tab and Select Approve Grade Changes.

2. The Approve Grade Changes screen will display. New requests pending review are listed at
the top of the table. Any previously reviewed requests are listed but cannot be edited.

~ Approve Grade Changes

[ = e | OFF]
Date Submitted § Student § Term § Teacher § Course § g':;;ee":,n a g:l;;ee"tetter & Explanation § :fav:e %o & 2::12 Letter & Status Explanz Status §
¥ ¥ ¥ v
2016-09-01 17:50:54.0 Ayres, Katherini I1 Giles, Leslie ENG HON 1 83 B because 90 A Approve | Deny
2016-09-01 13:03:58.0 Abad, Adrian Re I1 Giles, Leslie ENG HON 1 87 B ret. missing woi 91 A Approved

3. Review the date submitted, student, term, teacher, course, current grade percentage and
letter grade, explanation for the change and the new grade percentage and letter grade.

4. In the Status Explanation field, type in an explanation for the approval or denial of the
request, if desired or required.

5. Click the Approve or Deny button. The changes are auto-saved, p Srmeus Explany Status ¢

and the teacher can then view the status of the request on their @ _Avprove | Deny

Request Grade Change screen.

Date Submitted § Student § Term § Teacher § Course § g:;;ee";,u 4 g:;aeenltettere Explanation § 2::1 e %3 2:::; o Letter & Status Explan: Status §

2016-09-01 17:50:54.0 Ayres, Katherini I1 Giles, Leslie  ENG HON 1 83 B because S0 A unacceptable n Denied

Publishing of Interims

Interims will be published by the District to the FOCUS portal on the specified report card
distribution date. Parents/Students will be able to view interims online via FOCUS.

Generate and View Interims
MAKE SURE YOU ARE IN THE CORRECT QUARTER

Parents/Students will be able to view interims online via FOCUS,
therefore, there is no need to print unless requested.
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Grades Assessment = Attendance

After posting is complete, grade reports checked, and grade changes

entered/approved, you can generate and view your interims. | Bearcn.. |
" Final Grades, GPA, & Class Rank
1. Click the Grades tab. | Progression Plan
2. Select Report Cards. | Report Cards e——

3. The report cards screen will display.

2 (I
servicedesk Il Select Student/Staff v [XEeJadeEIS

# Setup @& Students 8 Users @ Scheduling [§ Grades @::'Assessment «f Attendance o Discipline B8 Forms ¢ Eligibility

Florida Reports gl Reports

Q Student Search More Search Options
Student Group .

(J Include Inactive
Previous Years
Use Most Recent Enrollment

Letterhead Template District Logo .

Options

Sort ReportCards|AIphabeticaHy by Student Name V\

Effective Date | September v 2024 ~

Multilingual Report Cards

O Print Multiple Copies for Custodial Contacts at Separate Addresses

4. Select the appropriate Letterhead Template —
HS Interims for High School or MS Interims for Middle School.

Letterhead Template\_ District Logo E]

Q Filter..

District Logo
Elementary Interims
Elementary Report Card SY24

' HS Interims

MS Interims
CTPTTAT
Letterhead Template | District Logo .
5. Sort Order: Select the desired sort. '
6. The Effective Date will default to the current date. g"t*':“s «Cords Aprabatioaly by Stucnt Nama )
. . . . . apelical uden ame v
Change it to the Interim Period end date in which you fectivs Dato( Sentember v 13 12034
are generating interims for. O Multilingual Report Cards
7_ CI|Ck Continue_ O Print Multiple Copies for Custodial Contacts at Separate
. . Addresses
8. The Report Cards screen will display.
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Setup Students Users Scheduling Grades Assessment Attendance Discipline Fomms @ Billing = Eligibility —Florida Reporis SSS = Reports

Print Report Card:
® For each student

Click to preview
interims for the
selected students

Search Screen Simple List Cusbegi

377 Students |11 0 Selected Print report card for — EerewAee | [enacy
D w each student Click to print Grade

interims for the
] Click to select all selected students 10
students
] Click to select 10
individually
]

\Few or Print Interims
Parents/Students will be able to view interims online via FOCUS on the specified distribution date.

Reminders:
e All grade level interims will be available online.
e The parent/student can only view the interim on or after the scheduled 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. Select all students on the list or check students individually.
2. Click the Print button to generate the interims.

Students Users Scheduling Grades

Setup

Assessment = Atendance Discipine Forms Billing = Eligibility =~ Florida Reports | SSS = Reports

Print Report Card:
® For each student

Search Screen Simple List Customized List

377 Students |11 377 Selected

Student Student ID Grade

Q Return To Focus

Giade Reporting 90% b4 -

¥ &
Click to return to -
Click to
_ Click to print
Interim 2

FOCUS report A~
card screen % CCPt
REPORT FOR: Lely High School (0261)
A g ih b P D amrnn BB G SCHN T

4. You can download or print the file from the browser. You should download the file and print
it from the PDF document.

5. 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. Modules.phe

6. Click the “Return to FOCUS” button in the upper left corner of
the screen to return to the Report Cards screen.

l e Return To Focus

FOCUS: Grade Reporting — 2026 Qtr 1 Interims_Middle/High Page 8 of 13
Collier County Public Schools Revised 9/11/2026



F@cus

School Software

> CCPS

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

Printer Settings

Print *
Printing from the PDF fi Ie: Printer: adm-3-Training M&05 Laser ~ || Properties Advanced Help @
Copies: = [ Print in grayscale (black and white) [[]5ave ink/toner ®
Paper Size: Letter (8.5"x11”) Pages to Prnt Scale: 96%

Orientation: Portrait @Al OCurent  Obsgss [f3 .
Scale: Fitto paper » More Options
Print on both sides of the paper | ragesiinga Handing

BN =

a. Unchecked Size Poster Multiple Booklet
nt
Pages per sheet: | Custom... ~ (1 by |1 &
Page order: Horizontal w

[ Print page border
[] Print on both sides of paper

Orientation:
(®) Portrait (O Landscape
[[] Auto-rotate pages within each sheet

Comments & Forms

Page 4 of 4
Decument and Markups ~ || Summarize Comments
Page Setup... Print Cancel
Print 4 sheets of paper
~PQ
Y CCPS -
Interim 2 Destination & 2dm-3-105-M451dnC ¥
REPORT FOR: Lely High School (0261)
1 LELY HIGH SCHOOL BLVD. Pages Al =
H : . NAPLES, FL 34113
Printing from the BROWSER: 23
Copies 1

Paper Size: Letter (8.5"x117) v
Orientation: Portrait

PN

Per Course Course # Teacher Interim 2. More settings ~
. H 02 Weight Train 1 1501340 Greenwood, Joseph A
Scale: Fitto paper 200010 Wl Bryen n
. 05  MFC ALGEBRA 1200710 Padin, Eslandi A

TWO-S'd ed N U nCheCked 07  Basketball 1503310 Virgin, Sherry B Paper size Letter -

Pages per sheet 1 v

Scale Fit to paper -

Two-sided [ PFrint on beth sides
Print using system dialog... (Ctrl+Shift+P) ]
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Parents/Students Accessing Interims and Report Cards

Quarterly interims and report cards for Elementary, Middle, and High school grade levels are
published to FOCUS Student/Parent portal.

Logging in as the STUDENT

1. Open your Chrome browser.

2. Visit https://focus.collierschools.com/focus/
3.
4

. Enter the students password (grade specific).

Enter the students 6-digit ID number (lunch number) as the username.

e For students in Kindergarten through Grade 2, enter 1

e For students in Grades 3-12, enter your student’s birthday month and day as four digits
(for example, September 7, 2011 would be 0907)

Note: Consult with your school if do not know your child’s student ID number.
In the Student Information section, Click the Reports tab.

Click the link to download a PDF version of the interim or report card.

Portal @ Hel p—— eCollier Academy (7023}
i orta elp uden
Servicedesk B — =

@  Portal o
District & School Announcements
- My Information
M Calendar m Events
i=  Class Schedule u
Alerts
A+ Grades
There are no alerts
@  Absences
= o .
- eCollier Academy (7023) ,
Grades News Planner
12/07 Progress Report
11/09 Q1 - MS Report Card
® Logout
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Acceso a los Reportes de Calificaciones preliminares y definitivas para Padres/Estudiantes
Los informes trimestrales preliminares y los boletines de notas de los niveles de primaria,
intermedia y superior se publican en el portal FOCUS para estudiantes y padres.

Ingresar como ESTUDIANTE

1.
2.
3.

Abra el navegador Chrome.

Visite https://focus.collierschools.com/focus/

Introduzca los 6 digitos del ID de su estudiante (numero de almuerzo) como nombre de
usuario.

Escriba la contrasefa del estudiante (especifico para su grado).
e Para estudiantes de Kindergarten hasta 2° Grado, ingrese 1

e Para estudiantes de 3°-12° grado, introduzca el mes y el dia del cumpleafios de su
estudiante en cuatro digitos (por ejemplo, septiembre 7 de 2011, seria 0907)

Nota: consulte con su escuela si no sabe el numero de estudiante de su hijo(a).
En la seccién de informacion del estudiante, haga clic a la pestafia de Reportes.

Haga clic en el enlace para descargar la version en PDF en el reporte preliminar o el
definitivo.

Direksyon pou Paran/Eléev Jwenn Aksé a Kané Enterimé e Kané Final

Yo pibliye kané enterimé chak ka nan ane lekdl la ansanm ak kané final pou elév ki nan nivo klas
Elemanté, Mwayen, ak Segondé nan potal FOCUS Elév/Paran yo.

Pou antre nan sistém nan antan ke ELEV

1.

Ouve paj navigatée Chrome ou a.

2. Vizite https://focus.collierschools.com/focus/
3.
4

. Antre modpas (password) elév ou a (klas espesifik).

Antre nimewo idantifikasyon 6 chif elév ou a (nimewo lunch la) kdm idantifyan (username).

e Pou elév ki nan klas Kindergarten pou rive nan klas 2ém ane, antre 1

e Pou elév ki nan klas 3ém pou rive 12ém ane, antre mwa ak jou nan dat nesans elév la ki
ap fome kat chif (pa egzanp, 7 septanm 2011 ta dwe devni 0907)

Not: Konsilte lekol pitit ou a si ou pa konnen nimewo idantifikasyon pitit ou a.
Nan seksyon ki make Enfomasyon Elév yo, ou ap klike sou tab “Reports” la.

Klike lyen an pou w ka telechaje yon vésyon PDF kané enterimé oswa kané final la.
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