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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  
 

mailto:priess@collierschools.com
mailto:helpdesk@collierschools.com
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Report Card Processing Schedule - Quarter 1: 

• Wednesday, October 7, 2026 - Grade Posting Window Opens 
• Friday, October 9, 2026 - Q1 Grading Period Ends 
• Tuesday, October 13, 2026 - Grade Posting Window Closes (3:30pm) 
• Monday, October 19, 2026 - Distribution of Printed Elementary Report Cards 

MAKE SURE YOU ARE IN THE CORRECT QUARTER 
 

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 
their own grades, this report can be used to post grades for the teacher.  

 
1. Click the Grades tab 
2. Select Teacher Completion 
3. The Teacher Completion Report will display. 

 
Interpreting the Teacher Completion Report: 
 

 
Reminders:  

• Make sure the current quarter marking period is highlighted/selected. 

• 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. 

• 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 them, the 
red X will drop off the report, although grades have not fully been submitted/posted. 

• Make sure to check the Teacher Completion report for FINAL GRADES and STANDARD GRADES 
tab. 

• Effort and Learner Qualities update nightly. 
 

 

Click the red X to post 
grades for the teacher. 

Select the quarter marking 
period.  

Red X’s indicates 
periods the teacher 
has not posted grades. 

Grade Posting 
window dates.   

Blank fields indicate that the 
teacher has posted grades for 
that period or does not have a 
graded section assigned. 
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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. 
 

1. Click the Grades tab. 
2. Select Missing Final Grades. 
3. The student search screen will display from which missing grades 

for a specific student or group of students can be viewed. 
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.   
 
The period 00 (grade level) course may remain/will be on your missing final grades report.  Teachers DO NOT 
enter a “grade” for the period 00 (grade level) course.  Even if they have entered a grade, there is no 
placement on the report card, and it does not affect the student in any way.   
 
The Missing Final Grades Report only looks at Posted Final Grades. 

 

Step 3 Grade Posting Window  
MAKE SURE YOU ARE IN THE CORRECT QUARTER 

 

Teachers can enter/edit grades as long as 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. 

 
 

 

 

Select the 
current grade 
marking period 

Click the header to 
sort by that column 

Select to see all 
students that 
meet the criteria 
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Consult with your Administrator prior to requesting a grade posting window extension.   
DO NOT PROCEED until you receive direction from your Administrator. 

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 4 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 final grades for the teacher. 
 

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

 

Classroom Teachers post final grades for all courses and  
post standard grades for the Homeroom (period 00) Course ONLY 

 
Post Final Grades 
 
To post final 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 by entering them manually.   

Note:  Use Gradebook Grades will post grades for the entire class at one time, as long as no grades 
are missing when posting quarter grades.  

5. Click the Save button to save the manually entered grades. 
6. Choose another course from the pull-down if applicable and repeat the above steps. 
7. After entering grades, close the browser window to return to your original FOCUS session. 

Although multiple fields have a default value, you will need to click the save button to submit the grades. 

 
 
 
 
 
 
 
 

 

 

 

 

 

Click the red X to post 
final grades for a teacher 

Click to post using gradebook 
grades for the entire class 

Click to post using 
gradebook grades for an 
individual student 

Click to select another 
course section 

mailto:grades@collierschools.com
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Note:  If the student was not enrolled in the course section on the last day of the quarter, he/she is 

considered as “inactive”; therefore, click the “include inactive students” 

checkbox to include the student in your list.  

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

1. Click the Users Tab.  
2. Select Post Final Grades.  
3. Search for the teacher. 
4. Click Search. 
5. Select the teacher from the list, and the post final grades 

window will display. 
 

Post Standard Grades (period 00 Only) 

1. Click the Users Tab.  
2. Select Post Standard Grades.  
3. Search for the teacher. 
4. Click Search. 
5. Select the teacher from the list, and the post standard 

grades window will display. 
All Learner Qualities will default to Satisfactory (S).  You must click Save to accept the defaults. 

 

Teacher Comments 

Note:  PK Teachers DO enter comments. 

To enter comments, from the post final grades screen: 

1. Click the Longer Comments icon (green bubble) to open the Report Card Comments pop-
up window for lengthy comments (1500 characters max). 

 

2. Enter or edit the comments as needed.  

3. Click Save.  

 

  Report Cards are legal documents, often used in courts, therefore English must be used for written 

comments.  If another language is used to communicate to parents, English must also appear.  The 

requirement is English.  Anything else is up to the teacher. 
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You can also click the Click to copy comments from the previous quarter button to pull in the previous 
comment made to be used again. 

 

4. Once saved, the comments box will automatically close, and the comment icon will display a green 
checkmark indicating that a comment has been made. 

 

Step 5 Add Your Report Card Message 
 
Schools have the option to add an overall message to report cards.  This message will print on the bottom 
of every report card generated for your school and cannot exceed 255 characters.  
 

Only your school Principal can enter the report card message. 

Add a Message: 
1. Click the Setup tab. 
2. Select School Info. 
3. Select Report Card Message. 
4. Enter your report card message in the field 

provided.   
5. Click Save. 

Edit the Message 
1. Make changes as needed. 
2. Click Save. 

 
Remove Message Content 

1. Select the report card message 
content. 

2. Press the delete key on the keyboard, 
to remove the message content from 
the field. 

3. Click Save. 

 
Note:  The use of certain punctuation (apostrophe) may cause the following error message to appear.

 
If you receive an SQL error message, check to make sure that your message does not exceed the 

maximum number of characters. 
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Step 6 Generate and Print  
MAKE SURE YOU ARE IN THE CORRECT QUARTER 

 
After posting is complete, grade reports checked, and grade changes 
entered/approved, you can proceed with generating and publishing your 
report cards.   
 

1. Click the Grades tab. 
2. Select Report Cards. 
3. The report cards screen will display. 

 

   
 

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

 
 

5. Sort Order:  Period 00 Teacher 
6. The Effective Date will default to the current 

date.  Change it to the Grading Period end date 
in which you are generating report cards for. 

7. Leave Display this Teacher on Each Report 
Card blank (unchecked). 

8. Select Multilingual Report Cards checkbox to 
print in the parent contact language noted on 
the Demographics screen. 
Note:  Leave the checkbox unchecked if you 
want to print report cards in English regardless 
of parent contact language. 

9. Click Search. 
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10. The Report Cards screen will display. 
 

 
 

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. 

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

• 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 report cards. 

 
 

3. A PDF file will display showing the report card for the students you previously selected.   

 

Click to preview 
interims for the 
selected students 

Click to print 
interims for the 
selected students 

Print report card for 
each student 

Click to select 
individually 

Click to print  

Click to return to 
FOCUS report 
card screen   

Click to 
download 
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4. 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. 

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. 

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

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

Printer Settings 
 
Printing from the PDF file: 
 

1. Paper Size:  Letter (8.5”x11”) 
2. Orientation:  Landscape 
3. Scale:  Fit to paper 
4. Print on both sides of the paper 

a. Flip on short edge 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Printing from the BROWSER: 
 

1. Paper Size:  Letter (8.5”x11”) 
2. Orientation:  Landscape 
3. Scale:  Fit to paper 
4. Two-sided:  Print both sides 

a. Flip on short edge 
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Step 7 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. 

 

Post Final Grades 

Post Standard Grades  

(period 00) 

Setup/School Info/ 

Report Card Message 

Overall Grade & Effort 

SSP & Gifted 

Attendance & Improvement Notifications 

Comments & Conference Requested 

On track meets standards 

Learner Qualities Principal’s Message 

Reminders 
• Educational Plan Goal rating is REQUIRED for all students identified as gifted. 

• Teacher comments cannot exceed 1500 characters.   

• Principal’s message cannot exceed 255 characters. 

• Classroom teachers post final grades for all courses and post standard grades for the 
Homeroom Course ONLY.  Related Arts Teachers post final grades ONLY. 

• Grade Codes:  KG-02 = O, S, N, U; 03-05 = A, B, C, D, F; Related Arts = O, S, N, U 

• E1, E2 grade codes do not apply to related arts courses. 

• English Language Learners codes as LY will have a message populated on the report card 
stating, “CCPS Message:  The grades earned this quarter take into consideration your student’s 
level of English proficiency.” 

• Post Standard = Learner Qualities 
o All default to satisfactory (s), teacher must still click Save. 

• Final grades will display on the students Grades Summary or Final Grades, GPA, & Class Rank 
screen. 

• Save, Save, and Save again.  When in doubt click Save. 

• You should print report cards the day before the publishing/distribution date.  
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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. Enter the students 6-digit ID number (lunch number) as the username. 

4. Enter the students password (grade specific). 

• For students in Kindergarten through Grade 2, enter 1 

• 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. 

5. In the Student Information section, Click the Reports tab. 

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

Logging in as a PARENT 

1. Open your Chrome browser. 

2. Log into the CCPS Portal: 

a. Visit the CCPS Website (www.collierschools.com). 

b. Click the red Parents tab in the top right corner. 

c. Scroll down to CCPS Portal and click the CCPS Portal button. 

d. Enter your login credentials. 

e. Under District Resources, Click the FOCUS icon.  

3. The FOCUS portal page will display. 

4. In the Student Information section, Click the Reports tab. 

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

 

https://focus.collierschools.com/focus/
http://www.collierschools.com/


  
 

 

 

FOCUS:  Grade Reporting – 2027 Qtr 1 Report Cards_Elem KG-05 
Collier County Public Schools 

Page 14 of 15 
Revised 10/07/2026 

 

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. Abra el navegador Chrome. 

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

3. Introduzca los 6 dígitos del ID de su estudiante (número de almuerzo) como nombre de usuario. 

4. Escriba la contraseña del estudiante (específico para su grado). 

• Para estudiantes de Kindergarten hasta 2° Grado, ingrese 1 

• Para estudiantes de 3°-12° grado, introduzca el mes y el día del cumpleaños de su 
estudiante en cuatro dígitos (por ejemplo, septiembre 7 de 2011, sería 0907) 

Nota: consulte con su escuela si no sabe el número de estudiante de su hijo(a). 

5. En la sección de información del estudiante, haga clic a la pestaña de Reportes. 

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

 

Ingresar como PADRE 

1. Abra el navegador Chrome. 

2. Inicie sesión en el Portal CCPS: 

a. Visite el sitio web de CCPS (www.collierschools.com). 

b. Haga clic en la pestaña roja Padres en la esquina superior derecha. 

c. Desplácese hacia abajo hasta Portal CCPS y haga clic en el botón Portal CCPS. 

d. Ingrese su inicio de sesión. 

e. En Recursos del distrito, haga clic en el ícono FOCUS. 

3. Aparecerá la página del portal FOCUS. 

4. En la sección de información del Estudiante, haga clic en la pestaña Reportes. 

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

 

https://focus.collierschools.com/focus/
http://www.collierschools.com/
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Direksyon pou Paran/Elèv Jwenn Aksè a Kanè Enterimè e Kanè Final 

Yo pibliye kanè enterimè chak ka nan ane lekòl la ansanm ak kanè final pou elèv ki nan nivo klas Elemantè, 
Mwayen, ak Segondè nan pòtal FOCUS Elèv/Paran yo. 

 

Pou antre nan sistèm nan antan ke ELÈV 

1. Ouvè paj navigatè Chrome ou a. 

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

3. Antre nimewo idantifikasyon 6 chif elèv ou a (nimewo lunch la) kòm idantifyan (username). 

4. Antre modpas (password) elèv ou a (klas espesifik). 

• Pou elèv ki nan klas Kindergarten pou rive nan klas 2èm ane, antre 1 

• Pou elèv ki nan klas 3èm pou rive 12èm ane, antre mwa ak jou nan dat nesans elèv la ki ap 
fòme kat chif (pa egzanp, 7 septanm 2011 ta dwe devni 0907) 

Nòt:  Konsilte lekòl pitit ou a si ou pa konnen nimewo idantifikasyon pitit ou a. 

5. Nan seksyon ki make Enfòmasyon Elèv yo, ou ap klike sou tab “Reports” la. 

6. Klike lyen an pou w ka telechaje yon vèsyon PDF kanè enterimè oswa kanè final la.  

 

Pou antre nan sistèm nan antan ke PARAN 

1. Ouvè paj navigatè Chrome ou a. 

2. Konekte nan Pòtal CCPS la: 

a. Vizite sitwèb CCPS la (www.collierschools.com).  

b. Klike sou tab wouj Paran ki nan kwen anwo dwat. 

c. Desann nan CCPS Portal epi klike sou bouton CCPS Portal. 

d. Antre login ou a. 

e. Anba Resous Distri a, Klike sou ikòn FOCUS la. 

3. Paj pòtal FOCUS la ap parèt. 

4. Nan seksyon ki make Enfòmasyon Elèv yo, ou ap klike sou tab “Reports” la. 

5. Klike lyen an pou w ka telechaje yon vèsyon PDF kanè enterimè oswa kanè final la. 

 

https://focus.collierschools.com/focus/
http://www.collierschools.com/

