
FOCUS Help File –Non-Parks Employee Registration 

Page 1 of 14 rev. 2023-04-19 

FOCUS Help File 

Non-Parks Employee Registration 

California State Parks is proud of its reputation for training excellence and is looked upon as a 
leader in park management, interpretation, maintenance, and public safety training. Employees 
are the key ingredient for FOCUS to be successful. 

FOCUS system allows all Learners to perform the following actions from the Learner 
Dashboard: 

• View Course Catalog - Explore available training courses and register for training 
classes. 

• View status of Training Requests 
• View/Download Training Record 
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Accessing FOCUS 
From your device, go to training.parks.ca.gov using a supported browser Chrome, Edge, and 
Safari. Click on the FOCUS link at the right side under Related Pages navigation panel.  Click 
on the system icon/logo to proceed to the FOCUS Welcome page. 

• Partners select Non CSP Employees: 

1. Select Don’t Have an Account? link. 

https://training.parks.ca.gov/
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Fill out your information and select Register for a FOCUS account. Your password and confirm 
password must match.  

Please choose the following: 

• Are you a Park Partner? (e.g. volunteer, cooperating association member, docent) 
o If yes, select the following in this order: 

 Are you a Seasonal Employee? Yes 
 Training Group: choose Partnerships Office 
 Classification: choose Park Partner or Volunteer 

o If no, select the following: 
 Are you a Seasonal Employee? No 

Please keep track of your password for future login. 

Your new account registration request will be reviewed, and you will receive an email 
notification for further instructions. 
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Once your account request has been approved, you will receive an Account Approved 
notification below.  Follow the link provided in your notification or you may also login via the 
FOCUS Welcome page. 

. 

Select Non CSP Employees and enter your email address and password you provided on your 
registration form. 
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If your account request has been denied, you will receive an Account Request Denied 
notification below. 

Learner Dashboard 
The Learner Dashboard will look like this once you are logged in successfully. 

Important: Be sure you review your Training Group and Supervisor information! 

If you do not have a Training Group or Supervisor information displayed under your name or the 
information is incorrect, please contact FOCUS   

Park Partners: should be in the Partnership Office with Emily Walsh as your Supervisor; please 
email her if you are not showing her. 

Non-Park Partners: should be in the Non-Parks Employees Training Group 
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Active Courses 
This area displays all courses that a learner is actively enrolled in where: 

• no approval is required 
• all required approvals have been met 

You can view the section name, start date/end date of the section as well as your progress 
status. 

Pending Courses 
Course requests are displayed in this section when one of these four conditions occur: 

• Learner is missing required document(s) for a course. 
• Course pre-requisite(s) have not been met. 
• Course enrollment is pending Supervisor/Training Group Manager or Training Specialist 

approval. 
• Course-Section has an enrollment cap, and Learner has been added to the waitlist. 

View Course Catalog   
1. To view current all internal and external training offerings, select View Course Catalog on 

the left side of the Learner Dashboard. 
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2. Type in a keyword to search for your specific training interest in the search at the top right 
corner and click on Find Course. 

3. Once you find the course you wish to register, you can click on the info button to review 
details of the training offering such as cost, location, start/end dates, start/end time, approval 
required, pre-requisites and more. Click Add to cart button to add course to your cart.  

4. If you see the course(s) you want to register from the Course Catalog, you can click the 
Register button to add course to your cart.  You will need to fill out a Course Request Form 
box.  
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Select Job Related as your response and include a Reason for your Training request then 
select Confirm Request button to confirm your registration. 

5. Once you have selected all the courses you wish to register and added them to your cart, 
select Proceed to Checkout link to proceed. 

Review your selected courses information and click Submit to complete your registration.  If you 
change your mind about registering for any of the selected course(s), click Remove button to 
remove course from your cart. 

Once your registration has been submitted successfully, you will see a confirmation displayed.  
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You will also receive an email confirmation from FOCUS if your course does not require an 
approval, or if your course requires approval and they have been met.    

If your course request is denied, you will receive an email confirmation below. 
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If your Supervisor or Manager request for more information on your request, you will receive an 
email notification below. 
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If you do not have a Supervisor assigned/displayed at the top of your Learner’s Dashboard, you 
will see this message below upon submitting your registration.  Please contact your supervisor 
to add you to their Managed Learners list, verify that your Learner information displays your 
supervisor’s email or user name and re-submit your registration from the Proceed to Checkout 
link. 

Training Courses may have the following approval levels requirements: 

• No approval   
• Supervisor approval 
• Supervisor and Training Group Manager approval 
• Supervisor, Training Group Manager, and Training Specialist approval 

Once you submit a training request, you can review the approval status details under the 
Training Requests link. 
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Training Requests 
Once a training request has been submitted you can view the request tracking in this section. If 
there are approvals required from your Supervisor, Training Group Manager, or Training 
Specialist you will see where the request is currently routed to by the “PENDING” status.  Once 
your training request has been reviewed and approved/denied, you will be able to see tracking 
information displayed with the name of the approver and date/time stamp.  As soon as the first 
approval occurs, you will see a Details link on the left side of your request.  Click on the link to 
view the details of your request. 
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View/Download Training Record 
A Learner may view their training history records in this area, including training records imported 
from Parks previous Employee Training Management System (ETMS) prior to 4/1/2021. 

1. Select View/Download Training Record on the left side of the Learner Dashboard.
2. To download your Training Record, select the Download The Training Record link on the

upper right side of the window.
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