
​
Student Information System (SIS) 

Secondary Master Schedule Review Process
 

The master schedule affects areas in Focus and other platforms such as Canvas and textbook 

applications.  This requires that all section information is keyed accurately and reviewed before 

teachers return from summer break.  If section information is not reviewed for accuracy, it will 

affect how teachers set up their gradebook and what sections are imported to Canvas and textbook 

applications. 

 

Please have your master schedule available to reference as you follow the outlined steps for 

reviewing the keyed master schedule. 

1.​ Select the appropriate school year from the drop-down menu, if Focus hasn’t been rolled to 

the new school year. 

 

2.​ Click Scheduling > Master Schedule Report​

 

3.​ The Master Schedule Report will default to the Sections tab. 
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4.​ Turn on the filter, if it isn’t already turned on. 

 

5.​ Locate the Teacher column and enter the teacher's name in the filter box. This allows you to 

only view sections for this teacher. 

 

6.​ Scroll to the right until you see the columns Takes Attendance and Graded. 
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7.​ Review the data in both columns to verify the sections have been marked correctly.  

  

A.​ Takes Attendance 

i.​ All Periods except Dual Enrollment periods  

B.​ Graded 

i.​ English 

ii.​ Math 

iii.​ Science 

iv.​ Social Studies 

v.​ Academy Courses 

vi.​ Electives  

8.​ If sections have been correctly marked, proceed to step 10. If the section was incorrectly 

marked, proceed to step 9. 

9.​ Locate the section(s) needing to be corrected.   

 

A.​ Select the checkbox in the appropriate column, “Takes Attendance” or “Graded” if the 

section should have been marked. The row will flash indicating changes are being 

made to the section. 
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B.​ If the section was marked incorrectly, deselect the checkbox in the appropriate 

column, “Takes Attendance” or “Graded”.  The row will flash indicating changes are 

being made to the section. 

 

10.​Locate the Days and Rotation Days columns, and review the days of the week and rotation 

days selected for each course.  Rotation Days should be reviewed for high school only. 

 

11.​Locate the section(s) needing to be corrected. 
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A.​ Click the drop-down arrow next to “Days” or “Rotation Days” to display what is 

currently selected.  

    

12.​To make changes click the checkbox next to the incorrect day to deselect and select the 

checkbox next to the correct day.  The row will flash indicating changes are being made to the 

section. 

A.​ Days 

   

B.​ Rotations 
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13.​If sections have been correctly marked, proceed to step 14. If the section was incorrectly 

marked, proceed to step 11. 

14.​Click the Co-Teacher Sections tab 

 

15.​Turn on the filter, if it isn’t already turned on. 

 

16.​Locate the Co-Teacher column and enter the teacher's name in the filter box. This allows you 

to only view sections for this teacher. Each Co-Teacher column will contain a number to align 

with the number of Co-Teachers entered on the tab at the section level (Ex. Co-Teacher 1, 

Co-Teacher 2, etc.). 

 

17.​Review the section information. If a teacher should no longer be listed as a Co-Teacher with 

the ability to enter grades for another teacher, change the following columns to N/A or None 

by selecting the dropdown arrow: 

A.​ Co-Teacher                         

B.​ Co-Teacher Permissions 

C.​ Co-Teacher Team Teacher Training  
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18.​Click the Inclusion Sections tab 

 

19.​Turn on the filter, if it isn’t already turned on. 

 

20.​Locate the Inclusion Teacher column and enter the teacher's name in the filter box. This 

allows you to only view sections for this teacher. 

 

21.​Review the section information. If a teacher should no longer be listed as an Inclusion 

Teacher change the following columns to N/A or None by selecting the dropdown arrow: 

A.​ Inclusion Teacher 

B.​ Permission 

C.​ Scheduling Method 

D.​ Team Teacher Training 
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22.​Locate the Report to DOE column and uncheck the box 

 

23.​Locate the Minutes Weekly column and remove the minutes 
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24.​Click the Sections tab and locate the Filled Seats column and enter =0 (equals zero) into the 

filter box to identify sections not being used for scheduling. 

 

 

25.​Click the red - (minus sign) next to each section to delete. 

 

26.​ A pop-up window will appear asking you to confirm you want to delete the section.  Click 

Delete.  Repeat steps 25-26 until all sections containing zero students have been deleted. 
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27.​Below is an example of a teacher's course section drop-down menu before and after section 

data has been cleaned up. 

    

 

Notes on Process: 

A.​ Additional Resources 

A.​ Teacher Schedule - School 

i.​ Administrators can view a snapshot of teacher schedules by accessing 

 Reports > District Reports  > Scheduling >  Master Schedule > Teacher Schedule - School  
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B.​ My Teacher Schedule 

i.​ Teachers can view a snapshot of their schedule by accessing  

Reports > District Reports  > Scheduling >  Master Schedule > My Teacher Schedule 

 

 

  ​
 

If you have questions: 

A.​ All questions in regards to Secondary Master Schedule Review  should be directed to:​
​ Director of Middle School Education​
​ Director of High School Education​
​ 30 East Texar Drive​
​ Pensacola, FL 32504​
​  

B.​ Any technical questions in response to using the SIS system should be submitted via a 

HelpDesk Ticket:​
​ Submit a Ticket online​
​ Email: focus@ecsdfl.us​
 ​ Call the Service Desk at 850.429.2900 
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