Child Info / My Information

The Child Info screen displays the student's record. Many of the categories and student
fields displayed in Child Info were set up by the school district, therefore much of what you
see in Child Info is custom to your district. The categories and student fields that display are
also based on your parent profile. You may not be able to view or edit certain fields.

The My Information screen displays your student record, which includes general
demographics, addresses and contacts, and more.

Viewing Information

1a. As a parent, click the arrow next to the applicable student to open the student's screens.
Then, click Child Info.
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1b. As a student, in the menu, click My Information.
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¢ You have outstanding invoices to be paid! Please review them here.

© You have available invoices! Please review them here.
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2. The student's record is displayed. The category that is displayed by default (such as General
Demographics, Addresses & Contacts, Daily Visit Log, etc.) is determined by the district.
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3. Click the Primary Info tab to view the student's photo (if photos were imported into Focus),
First Name, Middle Name, Last Name, other applicable names, Student D, etc.

Child Info / My Information

Page 2



%% @Help My Information
S

&
(i ]
a
»
L&
o
3
&

L

Portal

School Info

My Information
Communication
Change Requests
Preferences
Calendar

Request Conference
Class Schedule

Class Requests

A+ Grades

*
-

Progression Plan

Portfolio

Schedule

Requests

Filter fields...

Grades

Absences

Referrals

Bl ® Il PrimaryInfo #i%

Primary Info

nppoosoeeods

Address

Addresses & Contacts
Classified

ESE

General Demographics

Graduation

Health Daily Health Scre..

Health Immunizations
N/A

Technical Education

*FirstName  cpharlie
Middle Name pq0)
“LastName ape
Suffix

Student ID
Username apecharlie

Profile

Test History

155879

Charlie Abe (Student) ¥

Grad

Focus High School - 0041

2022-2023

v

4. Along the left side of the screen, each of the student field categories are listed. Some

categories may have a colored icon, such as on the Addresses & Contacts category.

5. Click a category to view the corresponding student fields.
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6. To easily locate a category in the list, begin typing the category name in the Filter fields...
text box. The applicable categories will display in the list for selection. To return to the full list of
categories, delete the text in the Filter fields... text box.
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7. To view the student's General Demographics, click the corresponding tab.
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a. The General Demographics tab displays varius fields depending on your district.

Child Info / My Information

Page 4



My Information

Focus High Schoaol - 0041

Charlie Abe (Student) ¥

2022-2023 v

Schedule Requests
Filter fields...
n Primary Info
“ Address
Addresses & Contacts
n Classified
ESE

Grades

Absences Referrals

Test History Grad

Bl @ ' General Demographics

General Demographics

w

Graduation

N/A

Technical Education

Health Immunizations

4

Health Daily Health Scre...

Acknowledgement of
Admissions Statement

Application Complete

Parent Requirements
Understood?

Missing Child

TIDE Access Code

ONa ONo @ Yes

8. Click the Printer icon located in the upper right corner of the screen next to the Save button
to print information on any of the tabs displayed.
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Addresses & Contacts

Viewing Addresses & Contacts

The student's address and contact information is housed in the Addresses & Contacts
category. Multiple addresses and contacts can be defined, including separate mailing
addresses if needed.

1. In the student's record, click the Addresses & Contacts category on the left side of the

screen.
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4 Addresses & Contacts

# Address
1234 Love Lane

St. Petersburg, FL 33701

(727) 555-8275

Contacts at this Address

#1 - Brown, Mel

S Contact #2

Samson, Eugene

eusamson102@yahoo.com

(Mo Address)

Contact Details:

1: Cell Phone

(727) 909-8899

(]
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New Address New Contact

# Address

123 Central Ave
St. Petersburg, FL 33701

2. Each address is displayed as a block. The physical address and mailing address (if defined)

are listed.
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m Primary Info 'ﬁ Address
n 504 1234 Love Lane
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(727) 555-8275
Addresses & Contacts )
Contacts at this Address
Document Management
#1 - Brown, Mel ~ =
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m Food Service
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2 Contact #2
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Samson, Eugene
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Contact Details:
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Contact's Priority 2

MNew Address Mew Contact

# Address

123 Central Ave
St. Petersburg, FL 33701

3. At the bottom of the address block, the address icons give a quick indication if this is the
student's primary residence, mailing address, or bus pick up/drop off location.

# Address

500 Main 5t
St. Petersburg, FL 33701

Mailing Address
PO Box 245
5t. Petersburg, FL 33701

Contacts at this Address

#1 - Brown, Meg  #, &= B

a. A blue star indicates that this is the student's primary residence.

b. An orange envelope indicates that this is the student's mailing address. Hover over the
icon to view the student's mailing address in a tool-tip.

c. A green bus indicates that this is the student's bus pick up location.
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d. Ared bus indicates that this is the student's bus drop off location.

4. Click the Map this Address icon to open Google Maps in a new window or tab with the
mapped address.

# Address

500 Main 5t
5t. Petersburg, FL 33701

Mailing Address

PO Box 245
St. Petersburg, FL 33701

Contacts at this Address

#1 - Brown, Meg &, &= B

@ Only one address can be designated as the primary residence. If you select Primary
Residence on an address, it will remove the Primary Residence status on any other
addresses. Once an address is designated as the Primary Residence, the address is

displayed at the top-left of the screen.

@ fyou do not have permission to edit the primary residence, you will not be able to
select or clear the Primary Residence toggle on any address; it will be grayed out. You
also cannot edit the address fields if the address is flagged as the Primary Residence.
However, you are still able to edit the mailing address and phone number of the

primary residence.

5. Any contacts at the address are listed within the address block. Hover the mouse over a
contact to quickly view the contact's information. Click the link to open the contact information
for viewing or editing. See Editing a Contact below for more information.
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# Address ]

i . Relationship Mother
500 Main 5t| Notes This is a note.
St. Petersbuly. canl Phone (555) 555-2765 P

Mailing Addl 2: Home Phone  (555) 555-B743,
PO Box 245 |3: Work Phone (555) 555-3332
5t. Petersbuj Contact's Priority: 1 ]

Contacts at { Click to edit this contact

5 .
i - Bmwn,%%g *, = B 3.
Ci

Pr

A= AN Fa

6. Any contacts who are not associated with an address are represented by a separate contact
block. The block lists their contact details and relationship.

& Contact #2

Aceve
INo Address)

Contact Details:
1: Cell Phone (555) 555-1567
2: Home Phone (555) 555-2656
3: Work Phone (555) 555-2356

Contact's
Priority

Father &=

7. The contact icons at the bottom of the contact block or next to the contact in the address
block give a quick indication of whether the contact has custody, is the emergency contact, can
pick up the student, or has notes.
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# Address

500 Main 5t
St. Petersburg, FL 33701

Mailing Address
PO Box 245
5t. Petersburg, FL 33701

Contacts at this Address

#1 - Brown, Meg |4 = =

a. The pink gavel indicates the contact has custody.

b. The yellow warning icon indicates the contact has custody.

c. The green car indicates the contact can pick up the student.

d. The red note icon indicates the contact has notes entered in the contact record.

8. The contact's calculated priority is displayed next to the contact's name in the address block
or at the top of the contact block. Contacts are sorted by calculated priority. Focus calculates
priority and sorts contacts as follows:

+ 1 - Contact’s Priority

+ 2 - Custody

+ 3 -Emergency

* 4 - Primary Residence
« 5-Student Relation

6 - Last Name

7 - First Name
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# Addresses & Contacts

# Address

500 Main 5t
St. Petersburg, FL 33701

Mailing Address
PO Box 245
St. Petersburg, FL 33701

Contacts at this Address

Brown, Meg 4 = B

& [Contact #2

Acevec
(No Address)

Contact Details:
1: Cell Phone
2: Home Phone
3: Work Phone

Contact's
Priority

Father

(555) 555-1567
(555) 555-2656

{555) 555-2356

2

New Address New Contact

& [Contact #3

Aceve
(Mo Address)

Contact Details:

1: Home Phone (555) 555-3333
Contact's 5
Priority

Grandfather &=

9. The Contact's Priority on the contact block or in the tool-tip when hovering over a contact on
the address block indicates the value set by the user in the Contact's Priority field when adding
or editing a contact, if defined. This allows you to see the Contact's Priority set on the contact

versus the calculated priority.

# Addresses & Contacts

# Address

~ . |Relationship Mather

500 Main Notes This is a note.
St.Petersiy. ceil Phone

Mailing Ad 2: Home Phone
PO Box 243: Work Phone
5t. Pctcrshpomact's Priority: 1 |

Contacts a Click to edit this contact

Aceve

(555) 555-2765 [No Address)

(555) 555-B743 Contact Details:
(555) 555-3332

1: Cell Phone

2: Home Phone

-
| #1-BownMeg 4 4 & B

*EZ AN

& Contact#2

(555) 555-1567

{555) 555-2656

3: Work Phone (555) 555-2356
Contact's o
Priority

Father =

New Address New Contact

& Contact#3

Acevec
(Mo Address)

Contact Details:

1: Home Phone (555) 555-3333
Contact's 3
Priority

Grandfather &

10. The contact details on the contact block or in the tool-tip when hovering over a contact on
the address block are also sorted by the Detail Priority that was set when adding or editing the
contact. The contact detail with a priority of 1 is the preferred contact method.
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# Address & Contact#2 & Contact#3
Relationship Mather
200 Main

Notes This is a note.  fcever Aceve
St. Petersifila ol phone (555) 555-2765 |No Address) (No Address)

ome Phone  (555) 555-B743 Cantact Details: Contact Details:

PO Box 2 ork Phone (555} 555-3332

St. Peterst Contact's Priority: 1 (555) 555-1567 m-lome Phone  (555) 555-3333

Contacts 2 Click to edit this contact (555) 555-2656 Contact's -

- o .
Il #1-BrownMeg 4 4 & B (555) 5552356 Priority
Contact's 2
Priority
L Father & Grandfather &

Adding an Address

A If the district elects to enable editing permissions for parents, you will have the ability
to add an address as needed. However, the district may also require approval to
changes made before the change will take affect, which will cause the pop-up shown
below to display.

This change reguires approval. A change request has been submitted.

1. In the student's record, click the Addresses & Contacts category on the left side of the
screen.
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Preferences EB Frivaryioro @ Address @ Address
Calendar n 504 1234 Love Lane 123 Central Ave
I Address St. Petersburg, FL 33701 St. Petersburg, FL 33701
Request Conference Airecees & Contacte I (727) 555-8275
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Forms =B Document Management
- ——— #1 - Brown, Mel ~ =
i@ Charlie v ol ESE
Change Requests ﬂ Enrollment *
Grade Changes Class Schedule E Food Service
Class Requests Grades
i General Demographics
Progre_ssmn Plan  Grad Reqs E & Contact #2
Test History Standard Grades n Graduati
raduation Samson, Eugene
Absences Attendance g
Referrals School Choice Health Daily Health Scre... eusamson102@yahoo.com
FormsSummary  Fees & Payments ﬂ Health Immunizations (No Address)
School Choice School Choice Contact Details:
Application 2022 Application 2023 N/A
Magnet Magnet 1: Cell Phone (727) 909-8899
Application 2022  Application 2023
2. Click New Address.
i@l}kbe, Charlie Noel B
15879 - Grade 10
Filter fields... 4 Addresses & Contacts New Address New Contact
BB rirvorvineo @ Address @ Address
n 504 1234 Love Lane 123 Central Ave
u St. Petersburg, FL 33701 St. Petersburg, FL 33701
Address (727) 555-8275
Addresses & Contacts Contacts at this Address
E Document Management #1 - Brown, Mel » &
E ESE
B Enrollment < *
m Food Service
m General Demographics S Contact#2
n Graduation Samson, Eugene
102 hoo.
ﬂ Health Daily Health Scre... {ENUZB‘::;ZSSJ @yahoo.com
ﬂ Health Immunizations Contact Details:
N/A
1: Cell Phone (727) 909-8899

Caontact's Priority 2

3. In the New Address pop-up window, enter the Physical Address and select whether this is

the Primary Residence, Bus Pickup, or Bus Dropoff [ocation.
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New Address

Physical Address
If the physical address is also the mailing address, ensure the Mailing Address toggle ison.

Options
Primary Residence
Mailing Address
Bus Pickup

Bus Dropoff

Mailing Address
If the mailing address is different than the add! bove, enter the inf ion below (example: PO Bex 123, City, 5T Zip).
Note: the mailing address toggle must be turned on in order to edit these fields.

Phone Number

Unlisted Callout Blocked

@ |fthe Address Catalog is enabled, an elipsis button is displayed after entering a valid
address. Click the elipsis button to view the preferred format of the address in a tool-

tip. Click the tool-tip to use that format.

New Address

Physical Address
Ifthe physical address is also the mailing address, ensure the Mailir] 123 CENTRAL AVE

STPETE,FL33701
123 Central Ave

Address Line 2

St. Petersburg FL 33701 +4

Options

Primary Residence
Mailing Address
Bus Pickup

Bus Dropoff

4. Select Mailing Address to define a separate mailing address if needed, and enter the

address in the provided fields.
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New Address

Physical Address Ooti
If the physical address is also the mailing address, ensure the Mailing Address toggle is on. ptions

Pri Resid
123 Central Ave rimary Residence

Mailing Address

Address Line 2 Bus Pickup

Bus Dropoff

St. Petersburg FL 33701 +4

Mailing Address
If the mailing address is different than the address above, enter the information below (example: PO Box
123, City, 5T Zip). Note: the mailing address toggle must be turned on in order to edit these fields.

Address Line 1

Address Line 2

City State Zip Code +4

5. Enter the Phone Number associated with this address, and select the contact detail flags as
needed.

Phone Number

Phone Mumber

Unlisted Callout Blocked

@ The contact detail flags, such as Unlisted, Callout, and Blocked, are set up by the
district via Contact Detail Flags tab. These may vary depending on district setup.

6. If address validation is enabled for your district, click Validate Address.
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Phone Mumber

(555) 555-1456

Unlisted Callout Blocked

Validate Address

a. The zoned schools for the address are displayed for reference if the address is in the
Address Catalog. If the address is not in the Address Catalog, you cannot save the address
without selecting an Override Reason at the top of the window.

Zoned Schools

Title : Type : Code : Phone Mumber

Focus Elementary School - 0311 Elementary School 0311

Focus K-8 School - 0111 Middle School 0111

Focus West High School - 0101 Secondary Elementary School 0101 555-555-1234
New Address

The address is not in the address catalog

Override
Override Reason | Z - Not Applicable

7. Click Save. The address is added as a block.

Editing an Address

If the district elects to enable editing permissions for parents, you will have the ability
to edit an address as needed. However, the district may also require approval to

changes made before the change will take affect, which will cause the pop-up shown
below to display.
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This change reguires approval. A change request has been submitted.

1. In the student's record, click the Addresses & Contacts category on the left side of the
screen.

A Focus High School - 0041
@Help Child Info Elaine Bell (Parents) ¥
| 2022-2023 v

# Portal i [ | . E
L i Abe, Charlie Noel
© Sschool Info )55879 - Grade 10
-1 My Profile
L Filter fields... 4 Addresses & Contacts
@ Communication
£+ Preferences Primary Info @ Address @ Address
2 calendar 504 1234 Love Lane 123 Central Ave
Address St. Petersburg, FL 33701 St. Petersburg, FL 33701
ﬁ Request Conference (727) 555-8275
Addresses & Contacts I B
‘ F < Contacts at this Address
DU Document Management
#1 - Brown, Mel ~ =
i@ Charlie v ESE
Change Requests Enrollment P x=

Grade Changes Class Schedule Food Service

Class Requests Grades

Progression Plan  Grad Regs General Demographics

S Contact #2

ool 1T

Test History Standard Grades .
Graduation 5 E
Absences Attendance amson, Eugene
Referrals School Choice Health Daily Health Scre... eusamson102@yahoo.com
Forms Summary Fees & Payments Health Immunizations (No Address)
School Choice School Choice Contact Details:
Application 2022  Application 2023 N/A
Magnet Magnet 1: Cell Phone (727) B09-8899

Application 2022  Application 2023

2. Click the address block to edit.
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# Address

500 Main 5t @
5t. Petersburg, FL 33701

Mailing Address
PO Box 245
5t. Petersburg, FL 33701

Contacts at this Address

#1 - Brown, Meg &, & B

3. In the Edit Address pop-up window, edit the address fields and options as needed.

Edit Address

Physical Address
Ifthe physical address is also the mailing address, ensure the Mailing Address toggle is on.

500 Main 5t

Address Line 2

St. Petershurg FL 33701 +4

Mailing Address
Ifthe mailing address is different than the address above, enter the information below (example: PO Box
123, City, ST Zip). Note: the mailing address toggle must be turned on in order to edit these fields.

PO Box 245

Address Line 2

St. Petershurg FL 33701 +4

Phone Number

Phone Number

Options

Primary Residence
Mailing Address
Bus Pickup

Bus Dropoff

o If you do not have permission to edit the primary residence, you will not be able to

select or clear the Primary Residence toggle on any address; it will be grayed out. You
also cannot edit the address fields if the address is flagged as the Primary Residence.
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However, you are still able to edit the mailing address and phone number of the
primary residence.

a. At the bottom of the window, the contacts associated with the address are listed. To edit a
contact, click the contact. The Edit Contact pop-up window will display where the contact can
be edited (See Editing a Contact below for more information).

4. Click Save at the bottom of the window to save your changes.

Contacts at this Address

& Contact#1

Brown, Meg

Contact Details:

1: Cell Phone (555) 555-2765
2: Home Phone (555) 555-8743
3: Work Phone (555) 555-3332

Contact's Priority 1

Mother A= B

Delete Cancel @

Deleting an Address

A If the district elects to enable editing permissions for parents, you will have the ability
to delete an address as needed. However, the district may also require approval to
changes made before the change will take affect, which will cause the pop-up shown

below to display.
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This change reguires approval. A change request has been submitted.

1. In the student's record, click the Addresses & Contacts category on the left side of the
screen.

A Focus High School - 0041
@Help Child Info Elaine Bell (Parents) ¥
| 2022-2023 v

# Portal i [ | . E
L i Abe, Charlie Noel
© Sschool Info )55879 - Grade 10
-1 My Profile
L Filter fields... 4 Addresses & Contacts
@ Communication
£+ Preferences Primary Info @ Address @ Address
2 calendar 504 1234 Love Lane 123 Central Ave
Address St. Petersburg, FL 33701 St. Petersburg, FL 33701
ﬁ Request Conference (727) 555-8275
Addresses & Contacts I B
‘ F < Contacts at this Address
DU Document Management
#1 - Brown, Mel ~ =
i@ Charlie v ESE
Change Requests Enrollment P x=

Grade Changes Class Schedule Food Service

Class Requests Grades

Progression Plan  Grad Regs General Demographics

S Contact #2

ool 1T

Test History Standard Grades .
Graduation 5 E
Absences Attendance amson, Eugene
Referrals School Choice Health Daily Health Scre... eusamson102@yahoo.com
Forms Summary Fees & Payments Health Immunizations (No Address)
School Choice School Choice Contact Details:
Application 2022  Application 2023 N/A
Magnet Magnet 1: Cell Phone (727) B09-8899

Application 2022  Application 2023

2. Click the address block to delete.
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# Address

178 Oak Street
5t Petersburg, FL 33701
{555) 555-B326

3. In the Edit Address pop-up window, click Delete at the bottom of the screen.

Phone Number

Phone Number

Unlisted Callout Blocked

4. Click Confirm. The address block is removed.

Phone Number

Phone Number

Unlisted Callout Blocked

Confirm

- Are you sure you want to delete this address? mc\m
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Adding a Contact

A If the district elects to enable editing permissions for parents, you will have the ability
to add a contact as needed. However, the district may also require approval to
changes made before the change will take affect, which will cause the pop-up shown
below to display.

This change requires approval. A change request has been submitted.

1. In the student's record, click the Addresses & Contacts category on the left side of the

screen.

%% @Help  Child Info

Focus High School - 0041
Elaine Bell (Parents) ¥
2022-2023 v

@ Portal

Food Service
Class Requests Grades

Progression Plan  Grad Regs General Demographics

Test History Standard Grades Graduation
Absences Attendance
Referrals School Cholce Health Daily Health Scre...

Forms Summary Fees & Payments

©  school Info 55879 - Grade 10
- My Profile
Filter fields...
@ Communication
£+ Preferences n Primary Info
B s
Q Calendar
Address
ﬁ Request Conference reeeee Comacts
. e < E Document Management
i@ Charlie ~ ESE
Change Requests ﬂ Enrollment
Grade Changes Class Schedule E

Health Immunizations
School Choice School Choice
Application 2022  Application 2023 N/A
Magnet Magnet

Application 2022  Application 2023

i@; Abe, Charlie Noel E

@ Address @ Address
1234 Love Lane 123 Central Ave

St. Petersburg, FL 33701
(727) 555-8275

Contacts at this Address

St. Petersburg, FL 33701

#1 - Brown, Mel > =

S Contact#2

Samson, Eugene
eusamson102@yahoo.com
(No Address)

Contact Details:

1: Cell Phone (727) 9509-8899

2. Click New Contact.

Child Info / My Information

Page 22



J

Filter fields...

Primary Info

504

Address

Addresses & Contacts
Document Management
ESE

Enrollment

Food Service

General Demographics
Graduation

Health Daily Health Scre...

goeeoacobean

Health Immunizations

M

[ a;ﬁi Abe, Charlie Noel

5879 - Grade 10

% Addresses & Contacts

% Address

1234 Love Lane
5t. Petersburg, FL 33701
(727) 555-8275

Contacts at this Address

#1 - Brown, Mel ~ &

8 Contact #2

Samson, Eugene
eusamson102@yahoo.com
(Mo Address)

Contact Details:
1: Cell Phone (727) 909-8893

Contact's Priority 2

# Address

123 Central Ave
St. Petersburg, FL 33701

3. In the New Contact pop-up window, enter the contact's name, relationship to the student,
email address, any notes, and select the applicable Custody, Emergency, Pick Up, and
Contact's Priority options.

New Contact

None

Opt Out of Email Notifications

Options

Custody
Emergency
Pick Up

Volunteer €@

= 3 4 Contact's Priority

Phone & Contact Details: Enter phone number(s) and other details for this contact. Multiple entries can be saved by pressing the

ENTER key on your computer.

[ Export ENIEYI Fiter: BT

Contact Type §

Phone Number / Value ¢

Detail Priority 4

Owptions

Contact Address Click to move this contact to a different address

1234 Love Lane

5t. Petersburg, FL 33701
{797\ RER.AT78

123 Central Ave
St. Petersburg, FL 33701

No Address

e
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@ Click the toggle to Opt Out of Email Notifications to stop the contact from receiving
emails via the Communication module.

a. The Contact's Priority determines whether the contact is considered the primary contact,
secondary contact, etc. A priority of 1 designates the contact as the primary contact. If a
Contact's Priority is not defined, Focus will calculate the priority. Focus calculates priority and
sorts contacts as follows:

+ 1 - Contact’s Priority
2 - Custody

* 3-Emergency

* 4 - Primary Residence
5 - Student Relation

* 6-Last Name

+ 7 -First Name

4. Scroll down to the Contact Details section of the screen, where you will enter the contact's
phone numbers and other contact details.

Contact Details Enter details for this contact

[ EIE1 OFF |

Title : Value 5 Detail Priority : Options

- +

5. In the blank row, select the Title. Options include Alternate Phone, Cell Phone, Home Phone,
Other, Work Phone, or Workplace.

6. In the Value field, enter the phone number.

7. Use the minus and plus icons to select the Detail Priority. A 1 indicates that this is the
preferred method of contact. A 2 indicates this is the next preferred method of contact, etc.

When Alternate Phone, Cell Phone, Home Phone, or Work Phone is selected, the
phone number options become available for selection. These are set up via Contact
Detail Flags tab and may vary by district.

8. Select the contact detail flags, such as Unlisted, Callout, Blocked, SMS, and/or Unsubscribe, as
needed.
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Contact Details Enter details for this contact

Title : Value : Detail Priority : Options

-1+ ~|Unlisted | Callout | Blocked

Cell Phone ¥  [(555) 555-1859

If an attendance mobile alert has been set up by the district, you can select the SMS check
box to indicate that the contact is accepting attendance texts. If the contact has indicated
that text message are not to be sent to the entered phone number, you can select the

UNSUBSCRIBE check box instead.

9. Press Enter to add the row. The newly added row will turn yellow to indicate changes have
been made. A new blank row is available where you can enter more contact details.

Contact Details Enter details for this contact

Title : Value : Detail Priority : Options
| |- +
==  Cell Phone _ (555) 555-1859 -1+ " |Unlisted | | Callout| | Blocked

10. At the bottom of the window, select the contact's address from the existing addresses that
were set up for the student. If the contact does not have an address set up, click the No

Address block.
11. Click Save when finished.

Contact Address Click to move this contact to a different address

527 Cypress Drive Mo Address
St. Petersburg, FL 33701

(555) 555-5555

Maziling Address

PO Box 555

St. Petersburg, FL 33701

*EZ AN
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a. The new contact is added to the selected address block. If No Address was selected, the
contact is displayed in its own contact block.

Editing a Contact

If the district elects to enable editing permissions for parents, you will have the ability
to edit a contact as needed. However, the district may also require approval to
changes made before the change will take affect, which will cause the pop-up shown
below to display.

This change requires approval. A change request has been submitted.

1. In the student's record, click the Addresses & Contacts category on the left side of the
screen.

R Focus High School - 0041
@Help  Child Info Elaine Bell (Parents) ¥
5 2022-2023 v

# Portal FR
orta a o .
#46% Abe, Charlie Noel 8

© school Info )55879 - Grade 10

-} My Profile

®c ot Filter fields... 4 Addresses & Contacts New Address New Contact

ommunication
L+ Preferences B rimary oo @ Address @ Address
Calendar n 504 1234 Love Lane 123 Central Ave
i Address St. Petersburg, FL 33701 St. Petersburg, FL 33701
ﬁ‘ Request Conference (727) 555-8275
- Addresses & Contacts
E < I Contacts at this Address
Forms E Document Management P Mel » &
- Brown, Mel
i@ Charlie v ESE
Change Requests ﬂ Enrollment P * =

Grade Changes Class Schedule E Food Service

Class Requests Grades

Progression Plan  Grad Regs E General Demographics ® Contact #2

Test History Standard Grades n Graduation -

Absences Attendance Samson, Eugene

Referrals School Choice ﬂ Health Daily Health Scre... eusamson102@yahoo.com

Forms Summary Fees & Payments Health Immunizations {No Address)

School Choice School Choice Contact Details:

Application 2022  Application 2023 N/A

Magnet Magnet 1: Cell Phone (727) 909-8899

Application 2022  Application 2023

2. Click on the contact within the Address block or click on the Contact block.
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& Contact#2

Aceve
(No Address) Q{g

Contact Details:
1: Cell Phone (555) 5R5-1567
2: Home Phone (555) 555-2656
3: Work Phone (555) 555-2356

Contact's
Priority

Father =

3. In the Edit Contact pop-up window, edit any of the contact's information or details.

Edit Contact

Eugene Samson Options
Other v Other Custody
Emergency
eusamson102@yahoo.com n Pick Up
Volunteer @

Opt Out of Email Motifications
= 2 4 Contact's Priority

P

Phone & Contact Details: Enter phone number(s) and other details for this contact. Multiple entries can be saved by pressing the

ENTER key on your computer,

Ed =) & Filter: 133

Contact Type & Phone Number / Value 3 Detail Priority Options
® >
== Cell Phone E (727) 905-8899 -1+ ["] Unlisted g Callout | Blacked [ ] SMS[ ] UNSUBSCRIBE

Contact Address Click to move this contact to a different address

1234 Love Lane 123 Central Ave No Address x
St. Petersburg, FL 33701 St. Petersburg, FL 33701

4. At the bottom of the window, click an address block to move the contact to the selected
address.

5. Click Save when finished.
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Contact Address Click to move this contact to a different address

500 Main 5t No Address x
St. Petersburg, FL 33701

Mailing Address
PO Box 245
St. Petersburg, FL 33701

LN

Deleting a Contact

If the district elects to enable editing permissions for parents, you will have the ability
to delete a contact as needed. However, the district may also require approval to
changes made before the change will take affect, which will cause the pop-up shown
below to display.

This change reguires approval. A change request has been submitted.

1. In the student's record, click the Addresses & Contacts category on the left side of the
screen.
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% @Help  Child Info Elaine Bell (Parents) ¥
5|

# Portal i ! .
i i Abe, Charlie Noel

© SchoolInfo )55879 - Grade 10

- My Profile

®c - Filter fields... 4 Addresses & Contacts

ommunication

£+ Preferences EB Frivaryioro @ Address @ Address

@ Calendar n 504 1234 Love Lane 123 Central Ave
i Address St. Petersburg, FL 33701 St. Petersburg, FL 33701

ﬁ Request Conference (727) 555-8275
- Addresses & Contacts I

‘ < Contacts at this Address

Forms E Document Management P Mol » a
. - Brown, Mel
i@ Charlie v ESE
Change Requests ﬂ Enrollment P *

Grade Changes Class Schedule E Food Service

Class Requests Grades

Progression Plan  Grad Reqgs E General Demographics & Contact #2

Test History Standard Grades n Graduation

Absences Attendance Samson, Eugene

Referrals School Choice B Health Daily Health Scre... eusamson102@yahoo.com

FormsSummary  Fees & Payments Health Immunizations (No Address)

School Chaoice School Choice Contact Details:

Application 2022 Application 2023 N/A

Magnet Magnet 1: Cell Phone (727) 909-8899

Application 2022  Application 2023

Focus High School - 0041

v

New Address New Contact

2. Click on the contact within the address block or click on the contact block.

& Contact#2

Aceved

(Mo Address) 'ﬂ[ﬂ

Contact Details:

1: Cell Phone
2: Home Phone
3: Work Phone

Contact's
Priority

Father

(555) 555-1567
(555) 555-2656

(555) 555-2356

3. In the Edit Contact pop-up window, click Delete at the bottom of the screen.
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Contact Address Click to move this contact to a different address

527 Cypress Drive Mo Address x
St. Petersburg, FL 33701

[955) 555-5555

Maziling Address

PO Box 555

St. Petersburg, FL 33701

- N

o | =1

4. Click Confirm.

Contact Address Click to move this contact to a different address

527 Cypress Drive Mo Address x
St. Petersburg, FL 33701

[535) 555-5555

Maziling Address

PO Box 555

St. Petersburg, FL 33701

L - N

| Confirm | Are you sure you want to delete this contact? ﬂm

Viewing Family Documents

The Family Documents section of the Addresses & Contacts screen displays documents that
have been uploaded by a school or district staff member. These documents are accessible
for all students that are linked together as being a part of the same family. Parents and
students can view and download these documents.

1. In the student's record, click the Addresses & Contacts category on the left side of the
screen.
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%% @Heip  Child Info

Portal
School Info

My Profile

Preferences

Calendar

@

o

)

® Communication
&

&

=

Request Conference

r

Forms
i@ Charlie

Grade Changes
Class Requests
Progression Plan
Test History
Absences
Referrals

Forms Summary
School Choice
Application 2022
Magnet
Application 2022

Change Requests
Class Schedule
Grades

Grad Reqgs
Standard Grades
Attendance
School Choice
Fees & Payments
School Choice
Application 2023

Magnet
Application 2023

e

é@l Abe, Charlie Noel

)55879 - Grade 10

Filter fields...

Primary Info
504

Address

Addresses & Contacts

Document Management
ESE

Enrollment

Food Service

General Demographics

Graduation

Health Immunizations

sJafofefa]-Raf: [s] -]

N/A

Health Daily Health Scre...

4 Addresses & Contacts

@ Address

1234 Love Lane
St. Petersburg, FL 33701
(727) 555-8275

Contacts at this Address

#1 - Brown, Mel

S Contact #2

Samson, Eugene
eusamson102@yahoo.com
(Mo Address)

Contact Details:

1: Cell Phone

(727) 909-8899

Elaine Bell (Parents) ¥

Focus High School - 0041

2022-2023

v

New Address New Contact

# Address

123 Central Ave
St. Petersburg, FL 33701

2. Scroll down to the Family Documents section of the screen.

Family Documents Documents that are shared across linked students

Date : File Description §
[pas22/2024 Example.pdf & || [Permission Form

3. Click on the file name to open and view the file in a new browser tab.

Family Documents Documents that are shared across li

I '

Example.pdf
Export [ Size: 6kb
. User: Ashley Weiss
Date , File Date: 04,/22/2024 02:09 pm
[D4/22/2024 | Example pdf

Description §

|Permissicn Form

&

4. Click the download icon to download the file to your computer.
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Family Documents Documents that are shared across linked students

Date : File Description §
[oa/22/2024 Example.pdf ol |Permission Form

Student Enrollment Information

1. To view your child's enroliment information, click the Enrollment tab along the right side of
the screen from the panel.

i@i Abe, Charlie Noel B

155879 - Grade 10

Filter fields... Enrollment
n 504 Year : School ‘: Grade Level :
B ddress 2023-2024 Focus High School - 0041 10
Addresses & Contacts 20222023 Focus High School - 0041 10
B3 oocment Management 2021-2022 Focus High School - 0041 10
[ view | 2020-2021 Focus High School - 0041 10
— 2019-2020 Focus High School - 0041 10
% il A |[view | 2018-2019 Focus High School - 0041 09
Food Service 2017-2018 Lemon School - 0291 08
m General Demographics 2016-2017 Lemon School - 0291 07
KD credustion View | 2016-2017 Lemon School - 0291 07
a Health Daily Health Scre... @ 2015-2016 Lemon School -0291 0
o 2015-2016 Lemon Schoal - 0291 06
Heslthimmunizations 2014-2015 Leman School - 0291 05
N/A View | 2014-2015 Lemon School -0291 05
2013-2014 Lemon School - 0291 04

2. The student's enrollment information is displayed, with the most current enrollment record
at the top and the oldest enrollment record at the bottom.
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Enrollment

 Export ETIEY

N
Year =

2023-2024
2022-2023
2021-2022
2020-2021
2019-2020
2018-2019
2017-2018
2016-2017
2016-2017

2015-2016

OHGEHEE GG

Toggle Columns

s
School =

Focus High Schoal - 0041
Focus High School - 0041
Focus High Schoal - 0041
Focus High Schoal - 0041
Focus High School - 0041
Focus High Scheol - 0041
Lemon School - 0291
Lemon School - 0291
Lemon School - 0291
Lemon School - 0291

Grade Level |

10
10
10
10
10
09
08
o7
o7
0&

3. To customize the columns that are displayed on the screen, click Toggle Columns.

i@é Abe, Charlie Noel

4400055879 - Grade 10

Filter fields...

Primary Info
504
Address

Addresses & Contacts

ofo]>]- ]

Document Management
ESE

Enrollment

Food Service

General Demographics

Graduation

Health Immunizations

N/A

Health Daily Health Scre...

Enrollment

 Export ETIE

i
Year

2023-2024
2022-2023
2021-2022
View | 2020-2021
2019-2020
4 2018-2019
2017-2018
2016-2017

A
School |

Focus High School - 0041
Focus High School - 0041
Focus High School - 0041
Focus High School - 0041
Focus High School - 0041

Toggle Columns

2016-2017

2015-2016 Year

2015-2016
2014-2015
2014-2015
2013-2014

| 2012-2013

School

[} Grade Level

Leman School - 0291
Lemon Schoaol - 0291

Grade Level :

10
10
10
10
10
09
08
o7
o7
06
06
05
05
04
03

a. In the Toggle Columns pop-up window, select or deselect the columns you want to view or

hide.

b. Click the X when finished.
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4. To view an enrollment record in detail, click View next to the record.

i@ Abe, Charlie Noel

155879 - Grade 10

Filter fields...

<Jsfole]a]-fal - [o1-]- 1=

Primary Info

504

Address

Addresses & Contacts
Document Management
ESE

Enrollment

Food Service

General Demographics

Graduation

Health Daily Health Scre...

Health Immunizations

N/A

Enrollment

Cexport I rossle Coumns |

A
Year o

.2023-2024
| View | 2022-2023
' 2021-2022
' 2020-2021
2019-2020
4 ' 2018-2019
' 2017-2018
' 20162017

View | 2016-2017
View | 2015-2016

2015-2016
2014-2015
2014-2015

.
School =

Focus High School - 0041
Forus High School - 0041
Focus High School - 0041
Focus High School - 0041
Focus High School - 0041
Focus High School - 0041
Lemon School - 0291
Lemon School - 0291
Lemon School - 0291
Lemon School - 0291
Lemon School - 0291
Lemon School - 0291
Lemon School - 0291

Grade Level :

10
10
10
10
10
09
08
07
o7
06
06
05
05

a. Click Return to Enrollment to go back to the list of enrollment records.

i@ Abe, Charlie Noel

25879 - Grade 10

Filter fields...

oJe)z]-lafo |21

Primary Info

504

Address

Addresses & Contacts
Document Management
ESE

Enrollment

Food Service

General Demographics

Graduation

Enrollment

Year  2023-2024
*Grade Level 1

School

® Return to Enrollment

Focus High School - 0041

Child Info / My Information

Page 34



