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Report Card Processing Schedule - Quarter 1: 

• Friday, October 9, 2026 – Q1 Grading Period Ends 
• Friday, October 9, 2026 - Grade Posting Window Opens 
• Tuesday, October 13, 2026 - Grade Posting Window Closes 

o Middle School Window Closes at 4:30 pm 
o High School Window Closes at 2:30 pm 

• Monday, October 19, 2026 - Online Publishing of Report Cards 

MAKE SURE YOU ARE IN THE CORRECT QUARTER 
 

Step 1 Check your Missing Final Grades Report 
MAKE SURE YOU ARE IN THE CORRECT QUARTER 

 
The Missing Final Grades Report displays a list of students enrolled in a 
course through the end of the grade-posting period who do not have a 
grade posted for that course.  If the student withdraws 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 is displayed 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.   
 

 
 

 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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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 2 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 direction 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. 

 

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

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. 
 

From the Post Final Grades screen: 

1. 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. 

2. 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.  

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

 

Click the red X to post 
final grades for a teacher 

 

mailto:grades@collierschools.com
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Step 3 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 330 characters.  
 

Only your schools APC can enter the report card message. 
Add a Message: 

1. Click the Setup tab. 
2. Select School Information. 
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. 

 
 
 

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 

Click to post 
grades for 

inactive students 
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 Report Card Data 
 

Report card data is updated nightly, so any changes will appear on the report card the following day. 
 

 
 

Step 5 Publishing of Report Cards 
 

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

therefore, there is no need to print unless requested. 
 

Step 5 View Report Cards 
 

Parents/Students will be able to view report cards online via FOCUS, 
therefore, there is no need to print unless requested. 

 
CCPS Reporting Services application will be used to print report cards as requested. This is where your 
report cards are stored.  Make sure report card data has loaded (either manually or with the nightly process) 
prior to printing. 
  

This application is single sign-on and dependent upon whoever is logged in on the computer. 
 

Accessing Reporting Services: 
1. Click the FOCUS Report Cards link on your desktop. 

Note:  If the Report Cards link is not present, use the following URL:  
https://report.focus.collierschools.com/reports/browse/  

2. The Reporting Services application window will display.   
 

 

Accessing Report Cards: 
 

1. Click the Report Cards icon. 
2. Select the grade category HS Report Card folder. 
3. HS Report Card sub-folders will display. 
4. Select either HS Report Card (non-block) or HS Report Card BLOCK. 

Note:  Traditional High Schools select HS Report Cards (non-block).  High Schools that have block 
schedules select HS Report Card BLOCK. 

 

Click to navigate 
between folders 

Click to navigate to 
next section of folders 

Single Sign-On 

 

https://report.focus.collierschools.com/reports/browse/
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Generating Report Cards: 

1. Select your school from the drop-down. 
2. The grade level will default to All Grades. 

Note:  You can select individual grade levels if desired. 
3. Select Multilingual Batch or Single Language Batch. 

If Multilingual Batch is selected, all report cards will print in the parent contact language in a batch. If 
you select Single Language Batch, the batch will contain students whose contact language matches 
the language selected. 

Report Card languages are based on the students contact language in FOCUS. 
4. The Language will default to English.  Select if you are wanting to print individual languages.  If you 

are wanting to print all report cards in English (regardless of parent contact language), select All 
Students English Report Card language option.  

5. Let the Enter Student ID field default to Blank (make sure NULL is checked). This feature will allow 
you to print a single report card by entering a single student ID number or a comma delineated list, 
regardless of enrollment status (active/inactive). 

6. Select the period sort order. 
7. Let the Enter a List of Student IDs field default to All. This feature will allow you to print a single 

report card by entering a single student ID number or a comma-delineated list regardless of 
enrollment status (active/inactive). 

8. Click View Report.   
9. The set of report cards will generate and display at the bottom of the screen.  

DO NOT PRINT from the PDF viewer.  Print from the downloaded file.
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Downloading Report Cards: 

1. Click the Export icon. 
2. Select PDF. 
3. The save as window will display. 
4. Choose a location, name the document. 
5. Click save. 
6. The PDF file will download and appear in the bottom left corner of the screen. 
7. Click on the file to open. 

 

 
 

 

 

 

 

 

 

 

 
 

Searching Document Content:  
A quick way to locate a specific report card (i.e. student, teacher, etc.) is by searching the PDF document 
content.  

 
1. Press the Ctrl + F key on your 

keyboard simultaneously. A search 
box will display in the upper right 
corner of the screen.  

2. Type the student ID number or 
teacher name (last name, first name) 
you want to search for in the search 
box.  

3. Press Enter. Use the small left and 
right arrows in the blue search box to 
skip to the previous or next instance 
of the specified keyword/phrase.  
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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/
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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. 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/

