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D & F REPORT 

Navigating to Grade Check Reports 
Click on Reports > District Reports 

 

Click on Focus > Grade Reports 
 
 
 

 

Select the report you want to run and click the green “run button” 
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Students Without Associated Parent Portal Account 
This report lists all students in a school who do not have any associated parent account attached. 

Click on Reports > District Reports. 

 

Click on User Reports. 

 
Select the Students without parent accounts 
report. 
 
 
 
 
Click Run. 

 
You can click on any of the column headers to 
sort results as well as filter the report by field. 

 

Download or print the report by clicking on the 
export button 
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Printing PIN Letters Only for Students Who Do Not Have an Associated Parent 
Account 
You will first need to run the report of students without parent accounts using the steps listed in this 
document under “Students Without Associated Parent Portal Account” 

Download the Students Without Associated 
Parent Portal Account file by clicking on the export 
icon. 

 

Now that you have your file of students, you can print 
the associated PIN letters. 

1.​ Open the excel file you downloaded. 
2.​ Locate the column local_id. 
3.​ Click in the first cell below the column header, 

scroll to the bottom of the file, hold the shift 
key and click the last student ID to highlight 
all student IDs. (Note:  Only select the actual 
numbers...if you select the column header, 
the report won’t run). 

4.​ Right click over the highlighted column and 
choose Copy. 

               

5.​ In FOCUS, click on Students > 
Communications.   

 

 

 

 

6.​ Click Templates, type PIN in the search box 
and then click on BPS - Parent Portal 
Student PIN 

 

 

 

7.​ On the far right top of the page, click Use this 
template.  

 

8.​ Click the More Search Options magnifying 
lens to open the More Search Options page. 
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9.​ Paste all of the student ID’s you copied in the 
student search (you can paste them all at 
once) -- FOCUS will now search for all of the 
ID’s listed, but it may take a few minutes to 
process all of the records. Click Search.  

10.​When the search is complete, click the top 
checkbox to select all. 
 
 
 
 
 

11.​Click Done.  
 
 
 

12.​Check/uncheck any other options you wish. 
13.​To print the letter, click Print. The letters will 

open up in pdf format for you to either 
download or print to a physical printer. 

14.​To email the letter, click Send. 
 
 
 
 
NOTE: This letter will print/email in the 
communication language set in Focus. If the 
communication language is incorrect in Focus, use 
these directions to change it 
https://bit.ly/Commlangpreference  
To print in English, under Print Options, check the 
box for Print Original. 
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Teacher Gradebook Usage report 
 

Click on Grades > Teacher Gradebook Usage. 
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Accessing Q1 Grades 
 

1.​ Click on Grades  
2.​ Click on Student Final Grades 
3.​ Select the options you want to see on the report 

For this report, we suggest selecting “Letter Grade”, Percent, and in the middle area, select Q1 to see the Q1 
grades we have imported. 
Note:  Clicking Q1 (Gradebook) pulls the current live gradebook grade, so be sure you select only Q1. 
 

 
This is the report you will see
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Grade Breakdown Report  
 

Use this report to view breakdown of grades by 
teacher and customizable options like section 

1.​ Click on Grades 
2.​ Click on Grade Breakdown 
3.​ Click on Search 

 

 

Select the time period you want to look at 
Remember that the term Gradebook Grades refers to 
current live grades. 
 

 

 

Customize column view 
You can remove columns you don’t want to see.  The 
1-4 columns for example won’t apply to most 
secondary.   
 

1.​ Click on “Customize Columns” 
2.​ To remove a column from view, click on it.  

This will place a strikethrough on the column. 
3.​ You can add back a column by clicking on the 

column and removing the strikethrough. 
 

View 
You can choose to view by Teacher, Teacher & 
Course, or Section.  
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4.​ Filter 
Click on Filter and select the grade and 
parameters you wish to filter.  Click on Run 
Filter when you are done. 

 

5.​ Changing marking period 
select upper left hand corner - anytime you 
see gradebook, it refers to current live 
grades. 
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Missing Final or Semester Exam Grades 
 

1.​ Click on Grades and then Missing Final Grades. 

 
 
 

2.​ Click on the appropriate tab for the missing grades you want to view.  In this example, I want to look 
for missing Semester 1 Exam. 

3.​ You can now search by student OR just search all students.   To search all students, just click search.  
This might take a few minutes to process every class for all of your students. 

4.​ Sort the list by clicking on a column heading OR

 
 

5.​ Download an Excel  spreadsheet of the search results by clicking on the little icon above the “show 
all” link.   
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Admin - How to View Posted Final Grades for All Students in Every Course 
https://goo.gl/6gZvKL  

Click Grades > Student Final Grades. 

 

On the next screen, customize your options and click “Continue” 

 

On the next  
screen, click the little icon with the disk if you’d 
like to download a sortable Excel File. 

 

 
 

 

rev. 8/29/2023        Office of Educational Technology      Brevard Public Schools       https://bit.ly/BrevardEdTechFocus       Link to this Document       11 

https://goo.gl/6gZvKL
http://bit.ly/BrevardEdTech
http://www.brevardschools.org
https://bit.ly/BrevardEdTechFocus
https://goo.gl/yzFAZf


 

Viewing a Student Grade and Assignment Grades https://goo.gl/PBMCwx 
View Individual Students 

1. Type the student number or name into the 
Find a Student/User field on the portal 
dashboard. Or click on  Students > 
Student Info to search for the student. 
 
Click Search. 

 

2. Click on the name of the student. 

 

3. Click the Grades tab. 
 

4. If your current view is the Detail Grades 
screen, click the link in the top center of 
the page, View Grades Summary. 

 

5. The Grades Summary view will display 
grades based on your choices. Select any 
other fields you wish to view and then 
click Update. 

 

6. To print all assignment grades for all 
courses, click the link in the middle of the 
page, Print Assignment Grades. 
Use the 9 week dropdown at the top of 
the page to choose which 9 weeks 
assignments to print. 
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7. Use the blue arrows at the top of the page 
to navigate to the next/previous student. 

 

8. Click any of the blue text to visit another page quickly. 

 

 
Searching for a Group of Students 
If you have a certain group of students that you want to review, you can search for the group and then 
view each student individually by easily toggling to the next student in the group without having to 
conduct the search all over again. 

9. Click the More Search Options either on 
the Find a Student/User block on your portal 
dashboard or on the Student > Student Info 
page. 
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10 Use the fields to parse student enrollment.  

 

11 For example, if you want to search for 
students that currently have an F as the Q3 
gradebook grade, use the 
Grades/GPA/Class Rank/Honor Roll field 
and select the appropriate options. 
 
Then click Search. 
 
A list of students will display. Click on the 
first student to view their Info. Click Grades 
to view their grades and print assignment 
grades. Use the blue arrows to toggle 
between students from this search query. 
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