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COMPOSE A MESSAGE

The Communication screen allows students and parents to compose messages to select teachers.
Messages can be saved as a draft and all incoming and outgoing messages are also housed here, as well.
The Compose tab allows students and parents to create new messages (previously Messenger), to
selected teachers.
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IF YOU HAVE MORE THAN ONE STUDENT
ASSIGNED TO THE TEACHER, SELECT THE
STUDENT FROM THE PULL-DOWN, SO
TEACHERS KNOW WHICH STUDENT THE
MESSAGE IS FOR.

SELECT THE SECURE EMAIL CHECK BOX
TO FLAG THE MESSAGES AS SECURE
AND REQUIRE USERS TO LOG INTO
FOCUS IN ORDER TO VIEW THE
MESSAGE.

ENTER THE MESSAGE IN THE PROVIDED
TEXT EDITOR. A VARIETY OF TOOLS IS
AVAILABLE, INCLUDING TEXT
FORMATTING ADD, LINKS AND IMAGES.

CLICK SEND TO SEND THE MESSAGE.
ONCE SENT, THE MESSAGE DISPLAYS IN
THE SENT TAB.
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INBOX

The Inbox tab displays all incoming messages sent from teachers and other users. Message threads are
in order of most recently received and display the sender's name and the number of unread messages.
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CLICK SEND TO SEND THE MESSAGE.

pcs @ VISION: 100% STUDENT SUCCESS
[

MISSION: EDUCATE AND PREPARE EACH STUDENT FOR COLLEGE, CAREER AND LIFE




FOCUS STUDENT INFORMATION SYSTEMS

Q PARENT RESOURCES

DRAFTS

The Inbox tab displays all incoming messages sent from teachers and other users. Message threads are

in order of most recently received and display the sender's name and the number of unread messages.
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ANNOUNCEMENTS & EVENTS

The Alerts section displays messages that need attention, such as setting the email to ensure email

notifications can be sent for grades, referrals, assigned tests, etc.

FROM THE PORTAL PAGE, CLICK THE
NEWS TAB IN THE DISTRICT & SCHOOL
ANNOUNCEMENTS SECTION.

FROM THE PORTAL PAGE, CLICK THE
EVENTS TAB.

= HOVER OVER AN EVENT TO VIEW A
= TOOLTIP, WHICH CONTAINS THE EVENT'S
DESCRIPTION, IF ONE WAS ADDED UPON
CREATING THE EVENT.

Upcoming Events

CLICK THE VIEW CALENDAR LINK TO

= 9:00am  Summer School

OPEN THE CALENDAR SCREEN.
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NAVIGATING THE CALENDAR

The Calendar screen allows you to create and manage a personal calendar in Focus. You can add one-
time or recurring events to your calendar and view events shared by your students' schools.

IN THE MENU, CLICK CALENDAR.

THE CURRENT MONTH AND YEAR IS
AUTOMATICALLY DISPLAYED. TO
SWITCH TO A DIFFERENT MONTH, CLICK
THE LEFT OR RIGHT ARROWS.

TO FILTER THE CALENDAR TO ONLY VIEW
EVENTS IN A SPECIFIC CATEGORY, CLICK
THE CATEGORY PULL-DOWN AND SELECT
THE DESIRED CATEGORY.

CLICK ON AN EVENT TO VIEW THE EVENT
DETAILS IN A POP-UP WINDOW.
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;;’ IN THE DISPLAY PULL-DOWN AT THE
S TOP OF THE SCREEN, SELECT SHOW
- ASSIGNMENT TO VIEW GRADEBOOK
- ASSIGNMENTS ON THE CALENDAR.

CLICK ON THE ASSIGNMENT TO VIEW
ITS DETAILS IN A POP-UP WINDOW.

® School.

Notes:

IN THE DISPLAY PULL-DOWN, YOU CAN
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ALSO SELECT SHOW LESSONS OR UNITS
TO DISPLAY INFORMATION SET UP IN THE
TEACHER'S WEB PAGE.

CLICK WEEK TO VIEW THE CALENDAR
BY WEEK INSTEAD OF MONTH. CLICK
MONTH TO RETURN TO THE MONTHLY
VIEW.
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