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NEW STUDENT 
APPLICATION

Step 1. 
Please use one of the 
following web browsers:  
Chrome / Firefox / or Safari. 
Go to: http://communityed.
dadeschools.net

Step 2.
Click Register and Pay Online 
for Community Education 
Classes only. 

http://communityed.dadeschools.net/
http://communityed.dadeschools.net/
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NEW STUDENT 
APPLICATION

Step 3. 
Complete all fields marked with 
an asterisk (*).

Step 4. 
Check box “ I’m not a robot”

Step 5.
Click Begin Application. 

Remember:
Applicants may only use one of 
the following web browsers:  
Chrome / Firefox / or Safari.
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NEW STUDENT 
APPLICATION

Step 6.
Click “Next Page” to 
continue.

Remember:
Applicants may only use 
one of the following web 
browsers:  Chrome / 
Firefox / or Safari.
.
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NEW STUDENT 
APPLICATION

Step 7.
Complete all fields 
marked with an asterisk 
(*).

Step 8.
Click “Next Page” to 
continue.

Remember:
Applicants may only use 
one of the following web 
browsers:  Chrome / 
Firefox / or Safari.



6

NEW STUDENT 
APPLICATION

Step 9.
Click green tab “New 
Address”

Remember:
Applicants may only use 
one of the following web 
browsers:  Chrome / Firefox 
/ or Safari.
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NEW STUDENT 
APPLICATION

Step 10.
Set the “Primary Residence” 
option to on position. (move 
to right).

Step 11.
Enter address information.

Step 12. 
Click “Save” to continue.

Remember:
Applicants may only use one 
of the following web 
browsers:  Chrome / Firefox 
/ or Safari
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NEW STUDENT 
APPLICATION

Step 13.
Verify that your 
information is correct.

Step 14.
Click “Next Page” to 
continue.

Remember:
Applicants may only use 
one of the following web 
browsers:  Chrome / 
Firefox / or Safari
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NEW STUDENT 
APPLICATION

Step 15.
Complete all fields marked with an 
asterisk (*).
Note: If needed, the same 
telephone number can be used for 
all phone number fields.

Step 16.
Click “Next Page” to continue.

Remember:
Applicants may only use one of the 
following web browsers:  Chrome / 
Firefox / or Safari
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NEW STUDENT 
APPLICATION

Step 17.
Complete all fields marked with an asterisk 
(*).

Step 18.
Complete your Digital Signature and date, 
then:
click “Submit and Finish Application”.

Step 19.
Check your personal email for your new,
Username: FXXXXXXXX
Password:

Remember:
Applicants may only use one of the following 
web browsers:  Chrome / Firefox / or Safari
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NEW STUDENT 
APPLICATION

Step 20.
Write down your new student 
ID#: (Just add and F to the front)
F********

Remember:
Applicants may only use one of 
the following web browsers:  
Chrome / Firefox / or Safari



12

NEW STUDENT 
APPLICATION

Step 21.
Username: F********
Password: MMDDYYYY

(Date of Birth)

Step 22.
Click the “FOCUS” link provided on 
the email you received.
https://dadecommunity.focusschoolsoftware. 
com/focus

Remember:
Applicants may only use one of the 
following web browsers:  Chrome / 
Firefox / or Safari

https://dadecommunity.focusschoolsoftware.com/focus
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NEW STUDENT 
APPLICATION

Step 23.
Log in using your student ID and 
password from the email your 
received.

• F********
• MMDDYYYY

Step 24.
Click “Log in”.

Remember: 
Applicants may only use one of the 
following web browsers:  Chrome / 
Firefox / or Safari
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NEW STUDENT 
APPLICATION

Step 25.
You are now on the FOCUS 
Public Portal.

Click on “My Information”

Remember:
Applicants may only use one of 
the following web browsers:  
Chrome / Firefox / or Safari
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NEW STUDENT 
APPLICATION

Step 26.
Click tab “Emergency Contact 
Information”.
Complete all fields marked 
with an asterisk (*).

Remember:
Applicants may only use one of 
the following web browsers:  
Chrome / Firefox / or Safari
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NEW STUDENT 
APPLICATION

Step 27. 
Complete all fields marked with an 
asterisk (*).

Step 28.
Click red “Save”

Step 29.
Click             logo to return to home 
screen. 

Remember:
Applicants may only use one of the 
following web browsers:  Chrome / 
Firefox / or Safari
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NEW STUDENT 
APPLICATION

Step 30.
Click “Purchase & Pay”.

Remember:
Applicants may only use one 
of the following web browsers:  
Chrome / Firefox / or Safari
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NEW STUDENT 
APPLICATION

Step 31.
Search for the Community 
School class that you would like 
to purchase. If you desire, you 
may choose more than one 
class.

Step 32.
Click green tab to “Add to cart”.

Remember:
Applicants may only use one of 
the following web browsers:  
Chrome / Firefox / or Safari
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NEW STUDENT 
APPLICATION

Step 33.
Make sure the classes your 
choose appear on the right.
If all is well, then click the green 
tab “Checkout”.

Remember:
Applicants may only use one of 
the following web browsers:  
Chrome / Firefox / or Safari
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NEW STUDENT 
APPLICATION

Step 34.
Verify the following:

• Course(s) you are Purchasing.
• Name of school where course is being 

offered.
• Date and time that course takes place
• Student name
• Cost of Program(s)

Step 35.
Click “Continue” to purchase.

Remember:
Applicants may only use one of the following 
web browsers:  Chrome / Firefox / or Safari
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NEW STUDENT 
APPLICATION

Step 36. 
Complete all fields marked with an 
asterisk (*).

Step 37.
Click green tab “Complete Checkout”.

Step 38.
Print out Receipt.
Receipt will have student schedule.

Remember:
Applicants may only use one of the 
following web browsers:  Chrome / 
Firefox / or Safari
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NEW STUDENT 
APPLICATION

Congratulations you have completed the Public Portal 

“ New Student Application” tutorial.

If you have any additional questions or concerns please contact 
the school site Administrator or Program Manager.
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