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Establishing your parent account in Focus  

Step 1: Open an internet browser and go to http://focus.pcsb.org. For best results, please use the Google Chrome browser.  

Step 2: Log in with your parent username and password. If you don’t have credentials to log in or if you don’t see your child’s information when you do, bring 

your Photo ID (i.e., Driver’s License, State ID Card, or passport) to the PCS front office, and they can get you set up. You might need to have your student’s school 

ID, your student’s birth certificate with your name on it, or a utility bill in your name matching the student address) to have your account linked to your student.  

Navigating the Focus Portal Page:  

After you log in, you will come to the Focus Portal Page. You can see lots of information and ways to communicate with your child’s teacher(s). 

 

 

Click on the Send Message 

link to send an email to 

your child’s teacher.  

Get a quick glance at your child’s 

current grade for each subject.  If 

you click on these links, you can see 

the actual gradebook for that class. 

You can send an instant 

message to your child’s 

teacher by clicking on the 

blue Messenger chat 

feature at the bottom of 

the page. Click on the 

name of teacher, type your 

message, and hit Enter. The 

teacher will receive an alert 

and will be able to respond 

to you directly. Notice in 

the image of an instant 

message from this child’s 

teacher at the right.  

View your child’s 

active schedule. 

View messages that the 

school wishes to share. 

View your child’s 

report period. 

View your child’s 

upcoming assignments. 
Click on SRS link if you need to register 

your student to school for the first time, 

to enter your student’ information to a 

district application program, or if your 

resident address has changed. 

Click on My Information to change 

the display language and set your 

notification types and frequency. 

http://focus.pcsb.org/
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Viewing an individual Gradebook in Focus 

If you want to see more than just the percentage or letter grade for your child, click on the grade itself from the Portal page. That will open the gradebook for 

that class.  

 

 

 

 

 

 

 

 

The information at the top shows how each type of assignment effects the 

final grade. In this example, you can see that Assessments are worth 65% of 

the overall grade. Some teachers might not use this method and will have all 

assignments worth the same amount.  

You can see the name of the assignment, the points it was worth, 

the grade, when it was assigned, and when it was due.   Sometimes the teacher may attach a file or image to the 

assignment, so students or parents can download it. You can see in 

this example the teacher has several of those under the ‘Assignment 

Files’ column.  You won’t hurt the assignment or your child’s access 

to these if you click on them and download them from your view.  
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Viewing Attendance in Focus 

You can see your child’s attendance by clicking on the Absences link on the Focus Portal Page  

or by clicking on the My Child drop-down menu on the top of the Focus Portal Page and scrolling down to Absences.  

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

You can see all the dates your child was absent listed. If they 

missed a class due to a school function it shows in green, if they 

were tardy or absent it will show in red. You can see what each 

of the ‘codes’ mean at the top of the page.  
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Registering for parent email notifications in Focus 

You can subscribe to email notifications and determine the frequency and information to be included in the email notifications.  

Step 1: Go to My Information. 

 

 

 

Click on My Information menu 

Display Options tab to edit, menu 

locations, color, and the display 

language. Click on Password tab to 

edit your password and on the 

Notifications tab to set your 

notification types and frequency. 
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Step 2: Select the notifications tab. 

 

Step 3.  Click on the status section. 

 

Step 4. Confirm the email address that should receive notifications. Once confirmed, click save. An email will be sent to verify your email account. 

Step 5. Go to your email and find the email verification from Focus. If you do not see an email from Focus, check your Spam or Junk folders. Click to verify. You 

will find a pop up that says your email has been verified successfully. 
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Step 6: Go back to Focus. Refresh your page.  

Step 7: Set up you’re the frequency of notifications and information type you wish to receive. If you select the custom frequency, you can receive notification if 

an assignment drops below a certain score, if your child was absent in a specific period, and more.  

 

Step 8: After your notifications are set up, click save. 

 

Resources 

Focus Student Information System Parent Tutorial, PCS Teaching YouTube Channel https://www.youtube.com/watch?v=Uenk8MVcy34 

 

https://www.youtube.com/watch?v=Uenk8MVcy34

