EDUCATIONAL SERVICES

Parent

Web Access

User

Manual



Genesis Student Information qufpm Parent Web Access Manual

GENESIS STUDENT INFORMATION SYSTEM

WEB ACCESS
| Introduction p. 3
Il | Logging In & Logging Out p. 4
Il | Student Summary Dashboard (Summary) Screen p. 6
A. Viewing the Dashboard P. 6
B. Choosing a Student P. 7
IV | Attendance P. 9
A. Daily Attendance P. 9
B. Class Attendance P. 10
V | Grading P. 11
See a student’s most recent report card P. 12
VI | Discipline P. 14
VIl | Gradebook P. 15
A. Weekly Summary and Marking Period Averages | P. 15
B. List of Assignments P. 17
C. One Day’s Assignments P. 18
D. One Week’s Assignments P. 19
E. Special Grades and the Previous Grade Column |P. 19
F. Viewing Teacher’'s Comments P. 20
G. Downloading Attached Documents P. 20
VIl | Scheduling (Next Year Scheduling) p. 21
A. Viewing Next Year Requests, Recommendations | p. 21

and Schedule
B. Making Next Year Requests p. 24
IX | Letters p. 26
X | Documents p. 28
Xl | Forms p. 30
XIl | Contact Management — Managing Information for p. 31
School

X111 | Payments p. 39
IX | Home Screens P. 41
A. Introduction to the Home Screens P. 41
B. Changing your Password P. 43
C. Selecting your Home Screen P. 43
D. Message Center Screen P. 44
E. Setting Alerts P. 46
FAQ P. 48

12/10/2012 V2012.1 Page 2 of 49



Genesis Student Information System Parent Web Access Manual

l. Introduction

The Genesis Parent/Student Web Access tool is a safe, secure way to view your child’s school
record for the current school year. If your school district chooses, you may have access to
the following information:

- Contact Information (email, phone numbers, emergency contacts) for your children
- Your children’s Marking Period, Exam and Final Grades
- Your child or children’s Report Cards
- Your child or children’s daily attendance record and possibly class attendance records
(if your child’s school uses class attendance).
- Teacher Gradebook assignments and assignment grades for your child or children.
- Your child or children’s course requests or possibly their schedule for the next school
year.
- Your child or children’s discipline records
- Letters sent to you regarding your child:
o General Purpose letters
o Attendance Letters
o Discipline Letters
o Scheduling Letters
o Fines/Fees Letters
- Documents that have been uploaded for your students.

The rest of this manual will guide you through all of the screens which may be available to
you and how to use them. Please be aware that you may not see every screen for every one
of your students (if you have more than one student in the school district).

The school district chooses which screens can be made available. Screens may not be
displayed if they do not apply to your student.
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Il.  Logging In & Logging Out
“ Parent Access “

Genesis Township Schools

Please Login to Parent Access

User Name:

Password:

Login

Forgot My Paseword

Genesis Parent Access Help Desk
999-9993
E-Mail: donotreply@genesises du.co

Add Parents to Favorites:

Logging In
Logging into Genesis is very simple:
1. Go tothe Web Access URL supplied with your district welcome
packet. (http://parents.bcit.cc)
2. Enter your Email Address in the ‘Username’ field
3. Enter your Web Access password in the ‘Password’ field.
4. Click the ‘Login’ button

Logging In for the First Time
The very first time you login you will be required to change your password.

What if | forget my password?

If you forget your password, click the Fardot My Password |ink, if it is present. If it is not there,
you must contact your school or district office. The information may appear on the screen
where you see the fake information on the example screen above:

Genesis Parent Access Help Desk
999-9999
E-Mail: donotreplyi@genesisedu.com

If that information is not there, you should have received information on where to call with
your district packet. You will be given a new randomly generated password. The new
password maybe mailed to your email account. The first time you login with your new
password, you will be required to change it.

Logging Out
It is important to log out of Genesis Web Access properly: It is important to log out of all

web applications properly.

To logout, locate the Log Out button in the upper right corner of every screen and click it:
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stu de... iy, S0
Friday, 2/17/2012 7:09AM /
[_paily, Edwina_(Genesis High Schoal) S
student 1010054104 snedute T tist Formet T Block Farmat
~- Per  Course Sem Days .
1 US HISTORY 2 FY MTWRF T | g t I k th
2 *ENGLISH 2 HON FY MTWRF O O 0 u 7 c |c e
3 peafscr P MTRE .
s sIOLOGY ACADEMIC v TR Log Out button in the
Birthdate: 05/06/1996 2 BICLOGY ACADEMIC FY T
10 SPANISH 4 FY MTWRF . ht f
Bus Routes p p g
< Fn t h
e - - : e screen.
Mon Tue Wed Thu Fri - Reute 2HSPM =
Assignments This Week
Mon Tue Wed Thu Fri

1 ] [

e
e

Brunsherg, Christina MARIE (Genesis High Schoal)

Student ID: 105730
State [D: 1234777291

schedute T tist formet T Block Furmat

Per  Course sem Days Room
Jack 1 USHISTORY 2 Fr MTWRF D233
2 USHISTORY 2 Y MTWRF D236
erson, Mike 3 BIOLOGY GENERAL Fr MTWRF 121
. 4-5  ITALIAN 3 Fr MTWRF 181
Birthdate: 08/31/1330 I DNCE) i MW S
Current Class: 7-8  ENGLISH 3 AC Fr MTWRF D245
Curent Teacher: 5 HSPAPREP i1 Y MTWRF D232 -
|| L |

When you click the logout icon you are immediately logged out:

Thank you for using the Genesis Township Schools Parent Access.
You are now logged out.

Why log out? Why not just close or “nuke” the browser?

Closing the browser without logging out leaves your session open on the Genesis servers.
This creates a security hole that only you can close: Be secure, always log out properly. In
this era of Internet access, it is important to always properly close your sessions so that
unauthorized persons cannot gain access to your information.

This applies not only to Genesis, but to every Internet/Web application you use.

Switching from English to Spanish

There is a Cambiar el idioma a espafial button at the lower left corner of every screen. To
switch to Spanish, click this button. It then changes the language of the Parent module to
Spanish. The button itself changes to Shande language to Enalish ~ Click this to return to
English.
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. Student Summary Dashboard Screen

A. Your “HOME” Screen - The Student Dashboard

S\lmmary Attendance Gradmg Ersmmins Gradebook Scheduhng Ervoees =i [ Settings]

Select Student: | Brunsberg, Christina MARIE [« |

Saturday, 8/11/2012 7:37AM
Daily, Edwina (Genesis High School) |

5“’5‘1;‘; 1o 20024184 Schedule ' List Format T Block Format
- =i Per  Course Sem Days Room Teacher
Homeroom: Sl poger 1 |PHYSED1 o1 MTWRF GYM-P  Bailey, Roger
Eradelos 2 |US HISTORY 2 FY MTWRF D233 Barry, Jack
Gt 3 |ALGEBRA 1 FY MTWRF A004 Arundel, Tug ]
Lomrt Y £ HEE 4 ENGLISH 1 AC FY MTWRF 176 Andersan / Smith, Gregory / Joe
Age:|16 6 TRIGONOMETRY s1 MTWRF c103 Allison, Bob
Sirthdate: 05/05/1996 8 |BIOLOGY ACADEMIC FY MTWRF 152 Andrews, Jim
S Fee 9 |BIOLOGY ACADEMIC FY T 152 Andrews, Jim
10 |SPANISH 4 FY MTWRF 178 Anderson, Matt

Current Teacher:
Current Room:

Bus Routes Week / Day

Attendance This Week Monday =
Mon Tue wed Thu Fri au -
- - o - - P
Assignments This Week
Mon Tue wed Thu Fri

The highlighted course is the
Brunsberg, Christina MARIE (Genesis High Schoal) one the student is scheduled to
Student ID: 105730 Schedule  'T1) List Format T Block Format be in ’rlght this very minute’.

State ID: 1234777291

a o a ] o}

D233 Per Course Sem Da
Homeroom: Barry, Jack US HISTORY 2 FY MTWRF T
Grade: 11 2 US HISTORY 2 FY MTWRF D236 Ashby, Alan
= Counselor: Anderson, Mike (£-mail) 2 US HISTORY 2 P MTWRF D236 Adams, Doug
1 4; Lunch PIN #: 2712 3 BIOLOGY GENERAL FY MTWRF 121 Adams, George
Age: 21 4-5 ITALIAN 3 FY MTWRF 181 Barr, Bob (Italian)
Birthdate: 08/31/1990 6 LUNCH FY MTWRF CAF-P Abersone, CIiff
Current Class: MTWRF D245 Barnicle, George
Current Teacher: q q . MTWRF D232 Aude, Rich
S mresr To switch to Spanish, click the MTWRF 218 Allard, Brian
T T S Cambiar el idioma a espafiol joutes ) View: Wesk / Day
Mon Tue wed Monday =
: : . button at lower left. -
. i

Genesis Parents Module 2.0 /
Cambiar el idioma & espaiol ©Copyright Genesis Educational Services,Inc.

Genesis Parent Access “Student Data Summary” — Student Dashboard Screen

When you login to Genesis Web Access the first screen you see is Web Access “Student Data
Summary”. This is the Student Dashboard screen. You will see a ‘dashboard’ for every
student linked to your login. All your students will be on one screen.

Each student’s ‘dashboard’ contains the following information:

e Basic information about the student: studentid, homeroom, grade, age. If you are
viewing the screen during the school day, you will also see information about the
class your student is in ‘right now’: current class, current teacher and current room.

e Your student’s schedule. The class the student is in ‘right now’ is highlighted in
green.

e The student’s attendance summary for the current week — this shows you a color
coded attendance code for each of the week.

e Assignment summary for the current week — how many are due each day

e Optionally, the student’s bus assignments will be displayed.
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Stmmary A||__ Attendance g Ermos it Scheduling e Eoo Logout
/ \. Select Student: | Brunsberg, Christina MARIE [« |
\ Saturday, 8/11/2012 7:37A oy
[ paily, Edwina _(Genesis High School) / \

;20024184
M-P
ey, Roger

Schedule T List Format T Block Format
Per Course
1 PHYSED1
LS HISTORY

selected student.

The second level, light blue tabs give you more
information about one of your students — the currently

212223220

Attendance This Week
Tue wed Thu Fri

Assignments This Week
Tue Wed Thu Fri
) 2 i 0 0

This is the currently
selected student.

MTWRF, D
The top level, dark blue tabs provide
information across all your students at once.

Bus Routes
Monday =

Barry, lack

View: Week / Dav

Figure 1 — One Student’s Dashboard of Information

Top Tabs

There are four available dark blue “top tabs”. You may not see all of them, depending on

which screens your district has enabled. The four include:

- @— This is where you set up your user profile and access the
“Message Center” which provides up to the minute messages about your students.

- — This is where you can see your students’ information. The
first screen you see when you click on the tab is the

“Summary” dashboard.

- — Contacts lists all contact information on record for your

students and may allow you to update it.

- — If your district has chosen to allow online payment of fees

through Genesis, the Payments tab will be present. If not, it will not be there.

More Information About Each Student
The ‘Summary’ screen has a dashboard for each of your students. The other light blue tabs
give you more information about one student at a time.

[ paily, Edwina _(Genesis High Scheol)

Student ID:
State 10, 20024184

Schedute T List Formt T siock Formet
Per Course
1 LIS HISTORY 2

Grade: S:rr‘
e Counselor name
Birthdate: 05/

2 HON
CADEMIC

JacaDEMIC

Current Class:
Current Teacher:
Current Room:

Attendance This Week

Mon Tue wed Thu Fri

Assignments This Week
Mon Tue Wed Thu
1 1] a 1 o

IO SPANISH 4

am Raute
e

Teacher
Barry, Jack
Banta, Jack

2

Room
D233

Days
MTWRF
MTWRF D271
MTRF GYM-A
MTWRF is2

Atkinson, Lefty
Andraws, Jim
T 152 Andravs, Jim
MTWRF 178 Anderson, Matt

233333¢

Bus Routes View: Week / Day
«  Friday

05:526M

Gradebook Assignments

If your child has a schedule (in high school or middle school), click one of the & icons to get a
printable copy of their schedule. It can be had in either list or block form.

The Selected Student

Only one student can be ‘selected’ at one time. When you ‘select’ a student that student’s

information will appear when any of the additional tabs are clicked.

For instance, if you

click the ‘Attendance’ tab, you will see the selected student’s daily Attendance calendar for

the entire school year.

12/10/2012

V2012.1
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B. Selecting a Student

Summary Gradmg Discipline Gradebook m Documents Forms Conferances Lettars
[ ]

[_Daily, Edwina (Genesis High School) |

Piet ormat Patocs sormst

Student ID:

Stote 1D, 20024184

Wed

Wed
o

Assignments This Week

I
o

Changing the Selected Student

BEEI Per  Course Sem Days Room Teacher
Homaroom: g0 5.0, 1 US HISTORY 2 Fr MTWRF D233 Barry, Jack
Grade: 09 2 *ENGLISH 2 HON P MTWRF D271 Banta, Jack
Counselor: 3 PE 3/SCI Fr MTRF GYM-A Atkinson, Lefty
Age: 15 8 BIOLOGY ACADEMIC Fr MTWRF 152 Andrevs, Jim
Birthdate: 05/06/1996 9 BIOLOGY ACADEMIC Fr T 152 Andrevs, Jim
Current Class: 10 |SPANISH 4 Fr MTWRF 178 Anderson, Matt
Current Teacher:
Current Room: Bus Routes View: Weel / Day
«  Friday
Attendance This Week Reuis 275 os: 528 7%
Mon Tue Rewts 2PN 3:28%m 1

The name of the ‘currently selected student’ is displayed in the ‘Select Student’ drop down at the top
of the screen. To pick a different student, click the Select Student drop down and choose the name
of the student you want to select. Once you have done that, the tabs will take you to the newly
selected student’s information.

The “Select Student” Drop Down

This drop down contains the names of all the students linked to your login. If you are missing a
student, please contact your school or district office. Your district may require you to submit a
separate permission slip for each student.

Panels on the Dashboard

| Daily, Edwina (Genesis High School)

Schedule
Per  Course

1 PHYS ED 1
US HISTORY 2
ALGEBRA 1
ENGLISH 1 AC
TRIGONOMETRY
BIOLOGY ACADEMIC
BIOLOGY ACADEMIC
SPANISH 4

[ R0 A SRR

"
o

AM Routz 2HS
PM Route 2ZHSPM

12/10/2012

ﬁ List Format ﬁ Block Format

Sem Days Room Teacher
Q1 MTWRF GYM-P Bailey, Roger
Pr MTWRF D233 Barry, Jack
FY MTWRF ADD4 Arundel, Tug
FY MTWRF 176 Anderson / Smith, Gregory / Joe
51 MTWRF C103 Allison, Bob
FY MTWRF 152 Andrews, Jim
FY T 152 Andrews, Jim
Py MTWRF 178 Anderson, Matt
Assignments This Week
Tue Wed Thu
] "] "]
Bus Routes
Monday =
06:524M
3:28PM

Student 1D:
State ID:

Homeroom:

Grade:
Counselor:
Lunch PIN #:
Age:

Birthdate:
Current Class:
Current Teacher:
Current Room:

20024134
GYM-P
Bailey, Roger
09

1638
16
05/06/1996

Fri
o

View: Week / Dav

17K
17K

Student information is summarized at
the top left of the dashboard. The
student’s picture may be there, along
with basic information such as
homeroom, grade, guidance counselor,
age and birthdate, and the student’s
current location.

If your student’s school has a schedule
(most elementary schools do not), it will
appear at the top right of the dashboard.
The icons will bring up a printable
version of the schedule in different
formats.

The Assignments panel shows how many
assignments there are for each day.
Click a niimher tn cee the accionmentc

If present, the Bus Routes panel lists the
student’s morning and afternoon routes.
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IvV. Attendance
A. Daily Attendance

Parent Web Access Manual

Daily Attendance is your child’s official daily attendance.

Student: Daiy, Edwina

Documents Forms. Conferences. Letters

School: 2002 - Genesis High Schoal
August September October November
Su Mo Tu We Th Fr S= Su Mo Tu We Th Fr Ss Su Mo Tu We Th Fr Sa Su Mo Tu We Th
12 3 4 | Oy | | | 12 3
MW: s 0u [l - - - - HHE: - - EEENE- - -
B oo 7 oo oo RN 2 = cs 15 1o I 0 10 1z 13 s [ s 15 16 17
| BRI 19 20 21 z2 23 [ 17 18 19/z0 z: =1 22 23 24
Bz =0 1 B 26 z7 28 29 30 Wz B8 2s 27 zc [ 22 20 30
| B
December January February March
Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th
a3 s ] | 1 2 [l 1
MW s« 7 & 3 w11 12 Il s 7 ¢ 5 ol s 7 =
iz 13 14 15 16 17 18 19 20 [} 14 15 16 17 [ 12 13 14 15
Bl o202 22 2o 24 25 26 27 I 20 2 22 23 2o QI 1o 20 21 22
Wz 27 23 20 zo I =0 31 | R Mz 27 s 2
Aprit May June July
Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th
HW: : - s sl 12 3 +[@ 1l : =2 3 4 s
M- 0002l 2 5 1011t M : - : - c = = 101112
| FERTIRCISCIELY | EPISCIEIRTIREY | FEURCIFCIEPIRT] [ETIPTIRCAPTESCY
Il 2= 24 25 26 o7 [ 22 22 22 24 o5 [ 1= 19 20 21 22 [ 22 23 24 25 26
| K | EERETIELIED Mz 26 27 25 29[l 25 30 31

Student’s attendance
summary for the school

Totals
Possible Days | 134/229
Fr Total Tardies 4
4 Excused 0
11 Unexcused |4
18 Total Absences| 2
25 Excused 2
Unexcused 1
— year.
£ 5 Terdy (w/Time) Unexcused
2 Il ey Day]
-l
s [l
=l
2o [l

ot on Roll

@
<@

14

|

This is your student’s Daily Attendance summary for the whole school year.

® The Attendance Calendar with each day color coded

® A summary of the student’s Attendance for the year

® The ‘Legend’ of Attendance codes for your school district.

Attendance Color Codes

Your district selects its own set of Attendance codes and selects the color for each one. When you
look at this screen you will see the Attendance codes for your school district. Common Attendance

codes include:

Unexcused absence
Excused absence
Unexcused tardy

Excused tardy
Left early

Daily Attendance | Class Attendance

School: 2002 - Genesis High School ¥

August September October
F|e|d tl’lp Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo
12 3 a 1

11
18
25

16 17
23 24
30 31

December
Su Mo Tu We Th
1
6 7 8
13 14 15

|

1 [l s
15 N =
|

Fr

6 7 =8
12 14 15
20 21 22

Bz 27 28 29 30 =< B8 25 27 = I 2=
-
January February
Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo
=+ 12

:
2o B 5
-

10 11 12 1z [ -
20 I >

7 B8 9

17 18 19 14 15 16

Il o 20 21 22 23 [ 2= 24 25 26 27 [ 20 21 2z 23 4 M oo
B 25 27 22 25 z0 M =0 =: =z 2 2o | E3
April May June
Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo
MW: = 2 5 s 12 = 1l :
M- 002l = ¢ w0 s s 7 : = ¢
s 17 12 19 15 16 17 12 13 14 15[l 15 18
B == 24 25 26 22 23 24 18 19 20 21 22 [l 22 23
| 29 30 31 s 26 27 23 20l 25 30

November

March
Tu We Th
1

& 7 8
13 14 15
20 21 22
27 28 29

July
Tu We Th
3 4 5
10 11 12
1718 19
24 25 26
31

Totals
Possible Days |134/229
Total Tardies |4

Excused |0
Unexcused | 4
Total Absences| 3
Excused |2
Unexcused |1

Fr
i |
1 [l
1= [l
25 [l

Sa

Legend
Fr s Tardy (wTime) Unexcused
2

| used Absent - Full Day
>l
s
= [l
20 [l
Fr Sa
6 7 Not on Roll
13 14
20 21
27 28
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B. Class Attendance

If your child is in Middle School or High School and has separate courses, Class Attendance may show
you their attendance for each separate subject. You must click the tab under
_Rdtendance |{q find class attendance. If this button does not appear, your child’s school does not
record individual class attendance.

Summary Grading Disapline Scheduling Documants Forms || Conferances ||  Letters |
Student: Daily. Edwina -
Daily Attendance | Class Attendance [ ]

Class Attendance for the Month of
February v
Day Date Daily Ath US HISTORY 2 *ENGLISH 2 HON PE 3/5CT BIOLOGY ACADEMIC BIOLOGY ACADEMIC SPANISH 4
Wed 02/01/2012 Ner Mesting Mot Meeting

Thu  02/02/2012 iNot Mesting

£zi  |02/03/2012 ot Meeting

. Absence ~ Totals
e 0200672012 To see Class Attendance, click o Heszing uswrstoRY 2
Tue 02/07/2012 All u E
Wed  02/08/2012 the Class Attendance ta b_ ot Meeting Yi> 100100100

MPL | 0.0 0.0 | 0.0
MP2 | 0.0 0.0 | 0.0
mMPz | 0.0 0.0 | 0.0
MP4 | 0.0 0.0 | 0.0

Thu  02/09/2012 ot Meeting

=i 02/10/2012 Mot Meeting
von  |02/13/2012 ot Meet
Tee  |02/14/2012
P R Nt Megting YD | 00|00 0.0
The  |02/16/2012 MPL | 0.0 0.0 0.0
MP2 | 0.0 0.0 | 0.0
MPz | 0.0 0.0 | 0.0
MPA | 0.0 0.0 | 0.0

Fri  02/17/2012

Student’s attendance
summary for each class by
Marking Period.

Mon. 02/20/2012
Tee  02/21/2012
wed  |02/22/2012 et
YTD 0.0 0.0 0.0
MP1 0.0 0.0 0.0
mpz | 0.0 00 00
mp3 | 0.0 00 0.0
MPa 0.0 0.0 0.0
BIOLOGY ACADEMIC
Wed  02/29/2012 Nt Meeting ot Meeting Al u e H

Thu 02/23/2012
Eri  |02/24/2012
Men  02/27/2012

Tue  02/28/2012

The Class Attendance screen shows you your student’s Class Attendance summary for each of their
separate subjects. One month is displayed at a time and the screen always starts by showing you the
current month’s attendance. You may select any month you wish.

® (lass attendance is listed by each school day in the month and shows which classes the
student may have missed on each day. Each day for each subject is color coded.

® The ‘Legend’ of color-coded Attendance codes for your school is shown at upper right.
® “Today” is always highlighted in yellow (e.g. above 11/21/2008).

® Along the right side of the screen there is a separate summary for each subject for the entire
school year, divided by Marking Periods.

*CALCULUS AP Each subject summary contains the following attendance totals
All. U  E  forthe class:
YTD 1.0 1 0.0 1.0 ' Ayl - All absences for the subject,
— 1.0 0.0 1.0 y-The Unexcused absences

Ll e E — The Excused absences
MP3 0.0 | 0.0 | 0.0

MF4 0.0 | 0.0 | 0.0
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V. Grading

Current Year Report Card Grades

The Grading screen gives you access to your student’s Marking Period grades and teacher comments
and possibly the student’s most recent actual report card.

Students 2ub 2 - The current Marking Period is

shown in green (typ|ca||y it

Daily, Ed
[Report Card link. j\ ' 20812 Grades \Nwill not yet contain grades).

i) Blease dlick here to view the MP1 form for Ed in Genesis High Sci — <

MP1 MP2 ME s1 MP3  MP4 FE FG

Course. Sem School

*ENGLISH 4 AP FY 2002

SPANISH 4 FY 2002

Tool tip

TRIGONOMETRY st 2002

*CALCULUS AP FY 2002

*PHYSICS HON FY 2002 B- At A

B+
Excellent Attitude and Effort

B+ B+

PE 4/5C1 FY 2002

HEALTH 4 Q2 2002

A-
18 10

US HISTORY 2 FY 2002

Comments Legend
02 Attentive in Class 08 Diligent Student 10 Excellent Attitude and Effort 13 Excellent Work Habits

18 Helps Other Students 23 Lab Parformance is Good 26  LANGUAGE CONCEPTS ARE GOOD 28 PAYS ATTENTION IN CLASS
23 PLEASURE TO HAVE AS A STUDENT

Figure 2 — The Student’s Grading screen contains lots of information and a link to their current report
card. The numbers below each grade are the comments the student has received for the Marking Period.
Place your cursor on a comment number and the corresponding text is highlighted in yellow — the text of
the comment is also displayed in a Tool Tip. A link to the current report card is at the top of the screen
and links to email teachers may appear below the teacher’s name.

The Grading Screen
This screen summarizes your student’s Report Card grades for the current year.

The current Marking Period is highlighted in green.

Each box shows the grade and comment codes that your student has received in the
corresponding class for the selected Marking Period. If you place your cursor on a comment
code (e.g. 03), the corresponding comment will be highlighted (e.g.

03 Completes Assignments Fromptly ). In addition, the text of the comment will
|Com|:u|etes Assignments Promptlﬂ )

appear in a tooltip (e.g.

In addition, as outlined below, you can access and view your student’s most recent report
card.
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Viewing your Child’s Most Recent Report Card
If you are able to view your child’s actual report card, a “Please click here to view” message
will appear between your child’s name and their list of grades:

Daily, Ed
2007-08 Report Card

i Please click here to wview the MP1 form for Ed.

If this message appears, click it to view the actual report card displayed in Adobe Reader
(Adobe Reader must be installed on your computer). A sample report cord is shown below.

(2 http:/parents.genesisedu.com/derr
@‘ ;-, = | X hitp:/jparerts.genesisedu,

T4 X b fparents gz

ortV - Windows Internet Explorer

Adobe Printer icon 7 )x e

Firrone = [

e Prink v |- Page - (0 Tooks - (@) Help ~

Al ssveacopy (= @, @ sewren ||| T | Toseiet gl [ @ - (1] [ | © [z |- @ [[0B-0 B - A~ ¥
3
[ | \ | 1
g School Name Phone # High School
g T \
GENESIS PUBLIC SCHOOLS | Genesis High School | 7328551212 | Report Card
[ Student No. | Student Name [ Grade | Homeroom | Date [ Year [ Counselor's Name |
| 504405 | Daily, Ed [ 2 ] 181 | 1012007 | 2007-08 | Allen, Myron |
Almonte. Edwin
# Comments # Comments
13 | Excellent Work Habits
26 |LANGUAGE CONCEPTS ARE GOOD
29 |PLEASURE TO HAVE AS A STUDENT
Subject Course Instractor per | I° ™ T atid | 3% | 4% [ Final | Final P ¢ Earned
) nsiructor ' | MP | MP | Exam | MP | MP | Exam | Grade | ~°'0€0% Credits
ITALIAN 2 12645-3 Barr, Bob 1 HL
The African -American Experien | 155600-1 Barr, Bob 2 IN 26
US HISTORY 2 15205-6 Barr, Bob 4-5 | HL 13
WORLD CULTURES 15005-12 Barr, Bab 9 IN 29
*ENGLISH 1 HON 10175-4 Bane, Eddie 10 | WP
£
£
:
» REPORT CARD GRADING SYSTEM Total Total
95-100 Outstanding 70-74 Farr SCHOOL ATTENDANCE Credits
£ 90-94 Excellent 85— 63 Below Average
£ 8589 Very Good 0-64  Not Passing ABSENT 7 7
g 80—84 Above Average WP/WF  Withdraw Pass/Fail TARDY
© 75-79  Average IN Incomplete 1 1

[ Message to Parents. |
|1 you have any questions conceming this reprt card or your child's prodress piease contact vour child's |

2 b bl | © oEH

ml

Procedure to Print a Copy of the Report Card
1. Click on the ‘Setup’ tab.
2. If the “Please click here to view” message appears, click it. If it does not appear, you
will not be able to view your child’s actual report card at this time.

3. When the report card appears, locate the Adobe printericon “ at the upper left
of the Adobe Reader’s border. Click it to access a regular Print dialog and print the
report card. (Newer versions of Adobe Reader may display the printer icon
differently. Please refer to the Adobe Reader user guide.)
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Procedure to Save a Copy of the Report Card

1. Click on

the ‘Setup’ tab.

Parent Web Access Manual

2. If the “Please click here to view” message appears, click it. If it does not appear, you
will not be able to view your child’s actual report card at this time.
3. When the report card appears, locate the Save icon at the upper left of the Adobe

Reader’s border. Click it to access a regular File dialog and print the report card.

Procedure to Return to the Genesis Parents Module

1. When you are done viewing the report card, click the browser “Back” button.

Prior Year Report Cards

The “Available Report Cards” tab brings up Report Cards from previous years that your child’s school
has made visible through Genesis. Report Cards will not be available for years before your District

began using Gen

Current Grades | Grade History | Available Report Cards

Year

2010-11

2009-10

esis:

Daily, Ed
Available Report Cards

School Name

Genesis High School Marking Period 1
Genesis High School Marking Period 2
Genesis High School Marking Period 3
Genesis High School Marking Period 4
Genesis High School Marking Period 2

Marking Period

ENE NN HET

Figure 3 - List of Available Prior Year Report Cards. Click the PDF icon at right to see a Report Card.

Academic History (Transcript Information)

If your student is a high schooler, the “Grade History” tab may be made available to you. This screen
lists the course and final grade information that will appear on the student’s actual transcript.

Summary. Att=ndance Grading Discipline Gradebook Scheduling Dacuments Forms

Student: Dsiby.

Daily, Ed
Grade History
School Year Grade Description Schaol Fc Attempted Earned

2005-10 1z ENGLISH 3 AC A 5.00 5.00
2009-10 12 “ENGLISH 4 AP A+ 5.00 5.00
2005-10 12 =COMP SCI AP 15 wp 0.00 5.00
2005-10 12 =PHYSICS AP A 5.00 5.00
2005-10 1z =AM HISTORY AP A .00 3.00
2009-10 12 AEROSPACE 2 AS HL 0.00 0.00

als for 2000-10 School Year 18.00 23.00

als for 2009-10 School Year 18.00 23.00
2008-09 11 =ENGLISH 1 HON A 0.00 0.00
2008-09 11 HSPA PREP 9 - Course Descrip A+ 0.00 0.00
2008-09 11 ALGEBRA 1 A+ 5.00 5.00
2008-09 11 Algebra [summer School) B+ 5.00 5.00
2008-09 11 =COMP SCI AP 1S A 5.00 5.00
2008-09 11 WORLD CULTURES A 5.00 5.00
2008-09 11 AEROSPACE 2 AS A+ 5.00 5.00
2008-09 11 Spanish 4 - Summer 3 4.00 4.00

als for 2008-09 School Year 20.00 29.00

als for 2008-09 School Year 20.00 29.00
2007-08 10 ALGEBRA 1 5.00 5.00
2007-08 10 CMPTR REPAIR 1 c° A 5.00 5.00
2007-08 10 GRAPHIC ARTS 1 2 c+ 5.00 5.00
2007-08 10 DRAW E PAINT 1 c 5.00 5.00
2007-08 10 PHYS ED 2 A 2.75 2.75
2007-08 10 HEALTH 2 3 1.25 1.25
2007-08 10 ENGLISH RP 10 E 5.00 5.00
2007-08 10 BIOLOGY 5.00 5.00
2007-08 10 US HIST 1 o 5.00 5.00

als for 2007-08 School Year 40.00 40.00

als for 2007-08 School Year 40.00 40.00
2006-07 09 ENGLISH 2 HSPA B+ 5.00 5.00
2006-07 09 COMP GRAPHICS c 5.00 5.00
2006-07 09 Exploring the Arts c+ 5.00 5.00
2006-07 03 PHYS ED 1 A .75 3.75
2006-07 09 HEALTH 1 B 1.25 1.25
2006-07 09 ENGLISH RP 9 c 5.00 5.00

12/10/2012

V2012.1

B Copyright Genesis Educations] Services,Inc.

WFigure 4 — Student’s Academic History — Information that will appear on their Transcript
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VI. Discipline

Parent Web Access Manual

Summary

hed ling ccuments Forms || Conferenc Letters

student Daity, Egwin:

Date Time Incident Description
1 01/13/2012 1. Point Reduction Code - Reduce Student's Penalty Point Count
2 01/11/2012 1. Point Reduction Code - Reduce Student's Penalty Peint Count
3 01/10/2012 1. Point Reduction Code - Reduce Student's Penalty Peint Count
4 01/09/2012 1. Point Reduction Code - Reduce Student's Penalty Point Count
5 01/08/2012 1. Point Reduction Code - Reduce Student's Penalty Peint Count
6 01/07/2012 1. Point Reduction Code - Reduce Student's Penalty Point Count
7 01/05/2012 1. Point Reduction Code - Reduce Student's Penalty Point Count
8 01/04/2012 Period 5 1. Language abusive
a 01/04/2012 L. Excess Tardies
10/01/04/2012 1. Excass Tardies

1110/18/2011 1. Excess Tardies

Daily, Edwina
2011-12 Discipline Record

Action

1. Reduce a Student’s Points
1. Reduce a Student's Points
1. Reduce a Student's Points
1. Reduce a Student's Points
1. Reduce a Student's Points
1. Reducs a Student's Points

1. Reduce a Student's Points

1. Conference vith Parent and Administrator
2. Central Detention

1. Central

1. Cantral Detention

1. Central Detention

Action Dates.

01/13 01/04 01/09

01/05

01/05

10/19

Discipline Record

£Caeyrght Genass Stuestionat Serviees e Rl

The screen lists any discipline issues regarding your child that have occurred in the current
school year. Each incident record includes the following information:
e The date and time period in which the incident occurred.

e A brief description of the incident

e Alist of all actions that have taken place or will take place as a result of your child’s

involvement in the incident

e Dates on which the actions were or are scheduled to take place.

This screen is optional and may not be available in your child’s school.

12/10/2012

V2012.1
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VIl. Gradebook

A. Weekly Summary of Assignments Screen and Marking
Period Averages

Summary Grading Discipline ocuments Forms Log Out

Student: Dsily, £

—
Daily, £d P— Select week
Weekly Assignment Summary

Week of (02/13/2012] [Bl|

/f \ Printsbls Vars

Courses Teacher

Weekly Summary | List Assignments

Tue Wed Thu Fri
02/13/12 02/14/12 02/15/12 02/16/12 02/17/12

10495/2 - *ENGLISH 4 AD 0 ] [

u
n

12364/3 - SPANISH 4

13609/4 - TRIGONOMETRY !

13797/1 - *CALCULUS AP
14577/ - *PHVSICS HON

27044/13 - PE 4/5CI

0

b

i

o

#
@alo o e o o o
oo o o o o
@ o o o o o
olo o e ola
@alo o e o o o

A
E
A
E
Al
E
Ani
E
E
E
R
E
B
E

mail: joarr

\ 35210/1 - US HISTORY 2 / =

Figure S — The Gradebook Summary Screen — Click on the highlighted course name to see all the
Assignments for that course. Click on a teacher’s email address to send email to that teacher.

A list of Courses with Assignments by Day of the Current Week
This screen lists all courses your child is currently taking.

Marking Period Averages for the Courses

The “Avg” column shows you your student’s current Marking Period average — for the
current or a previous Marking Period. A ‘projected’ alpha grade may also appear if your
school uses alpha grades.

Viewing all Assignments for One Course
To see all of the Assignments for one course, click on the highlighted course name. That will
take you to the “One Course/All Assignments” screen.

Viewing all Assignments for a Selected Day
To see all of the Assignments for one day (for example, Tuesday), click on the highlighted day
name. That will take you to the “One Day/All Assignments” screen.

12/10/2012 V2012.1 Page 15 of 49
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Summary Attendance Grading Discipline hedul Documents Forms. Log Out
Student: Daiy, 54 -
Weekly Summary | List Assignments
Daily, Ed
Student Assignment List
Course: Show zll courses Assignments Due Date: [02/17/2012 [Fk|
Status: Show all assignments - Show Assignment Dates: All assignments -
Search
L Tlorint assignments

MP  Due Date Day Course Teacher Category  Assignment %  Prev Docs
MP1 08/22/2011 Fri FENGLISH 4 AP Autry, Al HW Read Gone witl C”Ck the PDF icon tO 85%
MP1  09/30/2011 Fri  *ENGLISH 4 AP Autry, Al TEST Write an analy: . h 985
MP1  10/14/2011 Fri  *ENGLISH 4 AP Autry, Al e Read Taming prlnt out the 100%
MP1 10/21/2011 Fri FENGLISH 4 AP Autry, Al TEST Write 2 summ aSS|gn ments 945
MP1  09/08/2011 Thu  SPANISH 4 Anderson, Matt H Scientifif Metho 905
MP1 09/08/2011 Thu  SPANISH 4 Anderson, Matt Hw Methods 86 100  86%
MP1 10/14/2011 Fri  SPANISH 4 Anderson, Matt TEST Chapter Test 100
MP1 09/16/2011 Fri | *CALCULUS AP Antonelli, John Quiz Quiz on Chap 1 material 98 100 98%
MP1 09/23/2011 Fri  *CALCULUS AP Antonelli, John Quiz Quiz on Chapter 2 95 100 95%

MP1 10/14/2011 Fri *CALCULUS AP Antonelli, John TEST test

ez 11042011 P ecALCUlUSAP  |amonell,dohn | wnres ( |f the teacher has uploaded files to an

MP1 09/14/2011 Wed *PHYSICS HON Barrett, Bob HWwW Answer qu ASSignment, you WIII be able to Clle

MP1  09/23/2011 Fri *PHYSICS HON Barrstt, Bob Hw Answear qu . .

wer wmas  m cmeciconon  emwewss  aue  awecd ON €ach file’s icon to download it.

MP1  10/07/2011 Fri =PHYSICS HON Barrett, Bob HW Homevior) L C”ck on pushplns to see the teacher’s

MP1  10/17/2011 Mon  *PHYSICS HON Barrstt, Bob QuIz Quiz .
comments about your child’s work or

MP1 10/04/2011 Tue US HISTORY 2 Barry, Jack HwW Read Page| Ej .’
messages to the class.

e
Figure 6 — Gradebook Weekly Summary Screen — Search for Assignments by date, Marking Period or
“All Assignments”

Gradebook Weekly Summary
This shows you a snap shot of all Assignments that are due for the selected week. You may
do the following:
e Select a different week by clicking in the “Week of” field.
e See all Assignment for all courses by selecting “All Assignments”.
e See all the Assignments for one course by clicking on the highlighted name of a
course in the list.
e See all the Assignments for one day by clicking on the highlighted day name.
e See your student’s marking period averages for either the current Marking Period or
a previous Marking Period.
e Download files the teacher has attached to an Assignment.
e View teachers’ Assignment comments for your child.

Choosing the Marking Period Average to Display

The “Avg” column always starts by displaying your student’s up-to-date Marking Period
average for the current (i.e. ongoing) Marking Period. You can check on their average for a
previous Marking Period by using the drop down in the “Avg” column header:

MP2 vI Avg

Select the Marking Period and the averages in the column will be updated to show you the
averages for that Marking Period. If you tab away from this screen and then return, the
averages for the current MP will once again be displayed.

12/10/2012 V2012.1 Page 16 of 49
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B. List of Assignments Screen

Summary. Attsndance Grading Discipline hadul Documants Forms Log Out

Student: Dsiy, 5

Weekly Summary n
Daily, Ed
Student Assignment List
Course: Showall courses ¥ Assignments Due Date: p2/17/2012 [
Status: Show zll assignmants - Show Assignment Dates: All sssignmants -
Search
Pevint 2ssignments
MP  DueDate Day Course Teacher Catagory  Assignment CGrade Max % Prev Docs
MP1 09/23/2011 Fri  *ENGLISH 4 AP Autry, Al H Read Gone vith the Wind 95 100 95%
MP1  09/30/2011 Fri  *ENGLISH 4 AP Autry, Al TEST Write an analysis of key characters in Gone with the Wind 98 100  98%
MP1  10/14/2011 Fri  *ENGLISH 4 AP Autry, Al e Read Taming of the Shrew BASS 100/ 100%
MP1 10/21/2011 Fri  *ENGLISH 4 AP Autry, Al TEST Write a summary 94 100  94m
MP1  09/08/2011 Thu  SPANISH 4 Anderson, Matt H Scientifif Method 90 100  90%
MP1 09/08/2011 Thu  SPANISH 4 Anderson, Matt Hw Methods 86 100  86%
MP1 10/14/2011 Fri  SPANISH 4 Anderson, Matt TEST Chapter Test 100
MP1 09/16/2011 Fri | *CALCULUS AP Antonelli, John Quiz Quiz on Chap 1 material 98 100 98%
MP1 09/23/2011 Fri  *CALCULUS AP Antonelli, John Quiz Quiz on Chapter 2 95 100 95%
MP1 10/14/2011 Fri  *CALCULUS AP Antonelli, Jahn TEST tast CHECKPLUSPLUS 100/ 100%
MP2 11/04/2011 Fri  *CALCULUS AP Antonelli, John Hw Math Test 100
MP1 09/14/2011 Wed | *PHYSICS HON Barrett, Bob Hw Answer questions st end of Chap 1 95 100 95%
MP1  09/23/2011 Fri  *BHYSICS HON Barrett, Bob Hw Answer questions st end of Chap 2 55 100  95%
MP1 09/30/2011 Fri | *PHYSICS HON Barrett, Bob Quiz Quiz on Chap 1 and 2 95 100 9%
MP1  10/07/2011 Fri  *BHYSICS HON Barrett, Bob Hw Homework for Chap 3 52 100  93%
MP1  10/17/2011 Mon  =BHYSICS HON Barrett, Bob Quiz Quiz 100
MP1  10/04/2011 Tue |US HISTORY 2 Barry, Jack Hw Raad Pages 95-102, do #'s 5,5-14, 22 a7/ 100 7% r

©Cpyriont Ganesis Bauestionsi Services e Il
List of Assignments
This screen will allow you to look at your child’s Assignments in multiple ways.
Daily, Ed
Student Assignment List
Course: Show all courses Assignments Due Date: [02/17/2012 E
Status: Show all assignments - Show Assignment Dates: All assignments -

Search

The controls at the top of the screen let you select by the following criteria:
e Courses — Select one subject or all subjects
e Status —

o Graded Assignments — Assighments that have been graded.

o Ungraded Assignments — Assignments that the teacher has not yet graded.

o Incomplete Assignments — Assignments the student has partially but not completely
finished.

o Missed Assignments — All assignments the student failed to turn in or do.

o Assignments the student has not yet completed because they were absent on the
due date. An assignment is marked “Absent” if the student is absent on the day it is
due. This option shows all assignments currently marked “Absent”.

e Assignment Due Date — Select one date. This date can be interpreted as the single date you
selected or as the week which contains the date you selected or as the month.

e Show Assignment Dates — This lets you choose the time period you wish to view assignments
for:

o “One day” —the Assignments for the date selected in Assignment Due Date.

o “Week of” - the Assignments for the week which contains the date selected in
Assignment Due Date.

o “Month” - the Assignments for the month which contains the date selected in
Assignment Due Date.

o “MP1” — All assignments for Marking Period 1.
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“MP2” — All assignments for Marking Period 2.
“MP3” — All assignments for Marking Period 3.
“MP4” — All assignments for Marking Period 4.
“All Assignments” — All assignments for the entire duration of the course.

O O O O

C. One Day’s Assignments

One Day’s Assignment

When you click on a ‘day’ name you are brought to the “List Assignments” screen with only
the one day selected:

Student: Caiy, B -
Daily, Ed
Student Assignment List
Course: Show all courses ¥ Assignments Due Date: [10/04/2011) [+
Status: Show all assignments - Show Assignment Dates: Day of -
Search
/\ 1
Mp Due Date Day Course Category Assignment Grade Prev Docs
MP1 10/04/2011 Tue US HISTORY 2 / HW Read Pages 95-102, do #'s 5,9-14, 22 l Ll 2
These two drop down boxes are set to These two drop down boxes are
‘all courses’ and ‘all assignments’ set to the selected day.

Figure 7 — The “List Assignments” screen in “One Day/All Assignments” mode

One Day/All Assighments

If you click on a day name, you come to the “One Day/All Assignments” screen. This is the
“List Assignments” screen set for one day, all courses, all assignments.
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D. One Week’s Assignments

Viewing a Week’s Assighments

If you select “Week of” and select any date, you will be shown all assignments for the week
containing the selected date. For example, if you select the date “11/21/2008” which
happens to be a Friday, you will be shown all assignments for the week Monday, 11/17/2008
through Friday, 11/21/2008.

Student Data

[ summary || Atendance | omdng || piscipine |G If “Week of” is selected, selecting any
B date will show that week’s Assignments.

Weekly Summary [ List Assignments

Daily, Ed
Student Assignment List
Course: Show all courses > Assignments Due Date: 10/10/2011 [S|
Status: Show all assignments - Show Assignment Dates: Week of -
search

Becint assianments

MP Due Date Day  Course Teacher Category Assignment Grade Max %  Prev  Docs
MP1  10/14/2011 Fri FENGLISH 4 AP Autry, Al HW Read Taming of the Shraw PASS 100 100%

MP1  10/14/2011 Fri SPANISH 4 Anderson, Matt TEST Chapter Test 100

MPL  10/14/2011 Fri *CALCULUS AP Antonelli, John TEST test CHECKPLUSPLUS 100 100%:

Previous grade column

Figure 8 — A view of the List Assignments screen for 1 week, with the “previous grade” column

E. Special Grades and the Previous Grade Column (“Prev”)

Teachers have 4 "special" grades that they can give students for any assignment:

e Absent — Your child was absent on the date the assignment was due. This means your child
has a chance to make up the work: The assignment is not counted until the teacher changes
the grade to a regular grade or to Missing or Incomplete. When a grade of Absent is changed
to another grade, “Absent” appears in the Prevcolumn. Something that “was previously
Absent” was turned in after your child returned to school following an absence.

e Missing — Your child failed to turn in an assignment or take a quiz or a test. When a Missing is

changed to another grade, Mi=sind appears in the Prew column. Missing is the most common
special grade. A teacher’s comment may accompany a missing. Something that “was
previously Missing” was turned in late.

e Incomplete — Your child partially completed an assignment but did not finish it. When
Incomplete appears in the Prew column, your child has completed the assignment late.

e Exempt — Your child is not responsible for doing this assignment. It does not count for them.
It is unusual for an Exempt to appear in the Prew column. Usually, when a child is explicitly
exempt from an Assignment, they are not later given a grade.

Initially, these special grades appear in the regular Grade column (e.g. “#E5). When a teacher gives
one of these special grades (e.g. MI - Missing) and then later changes it to another grade, the
original, special grade (i.e. Miszing) s displayed in the Prew column on the List Assignments screen.
Regular grades never appear in the Prew column — it is only for these special grades.

The teacher cannot clear the “previous grade”. It is always displayed to you. You might use this
information to help understand why your child may have received their regular grade (“the work was
late”). For example, excellent work turned in late often receives a reduced grade.
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F. Viewing Teacher Comments

Viewing Teacher’s Comments
Teachers can enter comments on your child’s performance that can be viewed through the
List Assignments screen. If a teacher has entered a comment on an assignment, please

take time to view it.
|MF'1. 10/09/2008 Thu |US HISTORY 2 Barr, Bob QuIiZ Quiz 88 100 ﬁ i r,

If a pushpin # icon appears on the far right side of an Assignment line, it means the teacher
has entered a comment on the assignment. To read the comment, place your cursor over
the # icon. This will cause the comments to popup in a tooltip box:

Comment from Barr, Bob :
yvour child is doing better

G. Downloading Attached Documents

Downloading documents from Teachers

Teachers can upload documents to assignments so that you can download these at home.
The “documents” include such things as MS Word, MS Excel, PDF files, .wmv movies,
podcasts and many other types of files. When one or more documents have been uploaded
and attached to an assignment, icons identifying the type of each attachment appear in the
Docs column on the List Assignment screen.

|MP1. 10/09/2008 |Thu |US HISTORY 2 Barr, Bob qQuiz Quiz 83| 100 His |»

If icons (e.g. = -;‘) appear in the “Docs” column on the right side of an Assignment line, it
means that the teacher has uploaded documents to the assignment and you may download

these. There will be one icon for each document the teacher has attached (E “ means
there are two documents attached, one attached to each icon). The shape of the icon
indicates the kind of file that is attached (e.g. ® indicates a PDF file that requires ADOBE
Reader to read). You will need to have installed the right application to view each type of
file."

T 2

To see the description of an attached document, place your cursor on the icon:
=

(cursor on PDF icon) (cursor on camera icon)

To download the document, double click on its icon. The attachment will be displayed in the
central part of the screen.

! While teachers are encouraged to upload files in common formats, such as MS Word, there is no guarantee that you will
always have the right application to view an attachment. If you do not, please contact the teacher.
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VIIl. Scheduling

“Scheduling” in the Parents Module is all about Next Year Scheduling.

Summary Attandance Grading Discipline. i Documants. Forms
Student: Daiy, B¢ -
|_Scheduling | Requests |
Daily, Ed

Ed has been assigned to grade 12 and will attend Genesis High School in 2012-13

Eds 2012-13 Schedule
Please print this out, sign it and return it to your child's guidance counselor.
Semester Period Course Days Room Teacher

No courses have been scheduled yet

Eds Course Requests for 2012-13 T
These courses have been requested for the next school year.
Course Description Credits Recommended By
10075 NEWSPAPER PROD 5.000
10165 ENGLISH 1 AC 5.000
10543 BRITISH LITERATURE 2.500
10805 JOURNALISM 5.000
12265 FRENCH 4 5.000
12245 SPANISH 2 5.000

Recommended by: Dilts, Rich
13313 SocIoLoGY s.000 Current Courses 35210 - US HISTORY 2
21305 AEROSPACE 3 5.000
23678 \WEBB PAGES 5.000

LUNCH LUNCH

2012-13 Course Recommendations for Ed which have not been Requested
These courses have been recommended but not yet requested.
Course Description Cradits Recommended By

nded By: Dilts, Rich
Curren t Course: 13609 - TRIGONOMETRY

13619 PRECALCULUS 2.500

S Copyriott Geresi Stucationat serviees . Bl

F1gure9 —The Scheduling

A. Viewing Next Year Requests, Recommendations and Schedule
The sScheduling screen shows you your student’s course requests for the next school year (e.g.
2012-13 if this year is 2011-12), teacher recommendations, if there are any, as well as their
“next year” schedule once one has been created.

There are three things listed on this screen:

1. Your student’s list of course requests for next year. These can be printed out.

2. The teacher a course was recommended by — if there was a teacher
recommendation. Teacher Recommendations will appear at the very bottom of the
screen.

3. Once the student’s actual schedule for next year is ready, it will be displayed on this
screen as well. This may not happen during the current school year. When the next
year schedule is ready, you will be able to print it out as well.

Printing Next Year’s Requests
1. Click the PDF Icon next to the “list of requests” header:

Ed's Course Requests for 2009-10 T This brings up an Adobe PDF view of your
student’s next year requests (shown below). The printed report includes a
“signature” line.

2. Use the Adobe Reader’s print button to send the report to the printer.

3. You may be asked to do print the request list, sign the set of requests and have your
student return the signed list to school.
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f,“ http:/ /parents.genesisedu.com/demao/sis/PDFController#filename =requests- 16469509366554 0101 3.pdf - Windows Interne —al x|
(Sl Ix http:ffparents.genesisedu, corfdemajsis JPOFController Pfilename=requests- 1 646950936655401 013, pdf j 2| X IGoog\e L2~
| File Edit GoTo Favorites Help
ﬂ? R’Q? X http//parents. genesisedu, com/demoysisfPOFContrall. .. | | J @ - [3 T o - Q}-Page - ‘:; Tools ~ @' @b 3
B ED & [ ) | @@ fsn- | 5 [ [ -
- |
2008-10 Student Requests for Daily, Ed
Genesis High School
03/10/2009
Next Year Requests
|Cour5e Description Credits Recommended By
10028 SAT PREP 2,500
10285 EMGLISH 2 5.000
10388 English 4 Academic 5.000
10435 ENGLISH 4 HSPA 5.000
10511 Adv. Composition/ British Litersture 5.000
10569 CONTEMP LIT 2.500
13144 HSPA PREP & - Course Descrip 5.000
15248 ECONCMICS 2,500
21205 AEROSPACE 2 5.000 Recommended By: Heitmueler, Rich o
Current Course: "CALCULUS AP
22001 TECHNOLOGY 1 3.750
22006 INTRO TO TECH | £.000
28628 Music Theary 2 2.500
Parent Signaturs:
Counselar Signature:
=

Figure 10 — Adobe PDF report of your student’s next year course requests. Use the Adobe Print button to
print this on your printer.

Printing Next Year’s Schedule

Your student’s next year schedule will only be available once the scheduling process
completes. This may not occur until after the end of the current school year. Schedulingis a
long and complicated process. An empty or missing schedule simply means that your
student’s school has not yet completed the scheduling process and is not a cause for alarm.

1. Click the PDF Icon next to the “Next Year Schedule” header: Ed's 2009-10 Schedule T

This brings up an Adobe PDF view of your student’s next year schedule.
H H J ll_.‘l Ik \“_I:f %g | & @® IW' @Collaborate' ﬂsign' ﬁ t:j lF\nd—'

2003-10 Stuasnt Tenedue tar Dally, Ea Frad
Benscic Hign zonoal
7202008

[ Par [courss [Deacription semester | Days Room | Teacher
1 oo NEWSPAFER PROD 3 s z Adar, Jerry
s |1 AT MaTH [ ey ar semze, Dan
s s Us HET 800N o s o= By, sace
10| 2ms FevsEDa o s amea Asnzon 81

Figure 11 — Sample Next Year Schedule displayed in Adobe Reader.

2. Use the Adobe Reader’s print button to send the report to the printer.
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Courses Recommended but Not Requested

The very bottom of the Scheduling screen may contain a list of courses that teachers
recommended for your student but which they decided not to request and not to take.

2009-10 Course Recommendations for Ed which have not been Requested

These courses have been recommended but not yet requested.

Course Description Credits Recommended By

e = s 2| - Recommended by: Russak, Jan d
15215 [ Ry 2Y(=elell 5000 Current Course: 35210 - US HISTORY 2
51905 AEROSEACE 2 5000 Recommended by: Heitmueller, Rich

Current Course: 13757 - *CALCULUS AP

Figure 12 — The “Course Recommendations which have not been Requested” list from the bottom of the
Scheduling screen

This list will appear if a teacher recommends a course for your student and your student

decides not to take the course. The course is then “not requested” so that it will not be
scheduled for your student.
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B. Making Next Year Course Requests

If your school allows, you may make course requests from the ”Requests" screen:

Summary Dsnp\ ine D Forms || cenferanc Latters Log Out

Student Dai r, Edwi

=
This Year Next Year
School:/Genesis High School|Genesis High School
Grade: 09 10
Choosa courses to raquest below:
@ by tescher & by parent ) Remove my request
Course Earnedto  Total Needed
Course Teacher Credits Date  For Graduation
English Subject Area
0 20 | Reguest a course
Language Arts Subject Area
o 0 | Reguest a course
Math Subject Area
o 15 | Request 5 course
US History Subject Ares
o 15 | Request 5 course
Science Subject Area
0 15 | Request a course
World Languages Subject Area
0 10 | Reguest = course
Visual/Performing//Practical Arts Subject Area
0 10 | Reguest = course
Phys. Ed. Subject Area
o 15 | Request 3 course
Health Subject Area
o 5 | Request 5 course
Drivers Education Subject Area
o 0| Reguest s course
Computers Subject Area
0 10 | Reguest s course
Electives Subject Area
[ 15 | Request 3 course H

= opyright Genesis Egucational Services, Inc. E
Flgure 13 The Scheduling Requests screen lets you choose courses to request for the next school year

Making Course Requests
If you are allowed to request courses, the Requests screen will be available and the subjects
will be listed there. If a subject is not listed, you cannot make requests for it.

To view the available courses for a subject — to see the course catalog — click on the “Request
a Course” button for that subject:

Choose courses to request below:

-

@ Recemmended by teacher - Requested by parent F rRemove my reguest

Course Earned to Total Needed Click the “Request a
Course Teacher Credits Date  For Graduation course” button to see
English Subject Area the course catalog for
0 20 | Request a course the selected subject
Language Arts Subject Area area.
0 0 | Reguest a course

Math Subject Area

u] 15 | Reguest a course
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Scheduling Course Catalog

This Year Next Year
School: Genesis High School Genesis High Schaal
Grade: 0% 10

Course catalog for English:
Status Icons: @ Recommended by a tescher & Already requested
Code Name

Credits Type Grades Status
10175 *ENGLISH 1 HON

5 Honors | Request This Course |

10275 *ENGLISH 2 HON

5 Honors Does not meet course pre
requisites
10375/ *ENGLISH 3 HON 5 Honers | Request This Course |
10495 *ENGLISH 4 AR s 11 12 Does not meet course pre
Prerequisite: English II and departmental recommendation This course emphasizes selected writers and literary periods with an emphasis on rhetorical requisites

analysis. tons, literary style and figurative language. Students vill vrite papers that integrate their sbilities to recognize rheterical and literary devices,
identify and use techniques of style and organization, and analyze an author's purpose. CODE # 10495
10510 ADV COMPOSITION

2.5 Requast This Course

10543 BRITISH LITERATURE

2.5 | Request This Course |
10503 COMPOSITION 2.5 | Request This Courss |
10565 CONTEMP LIT 2.5 Request This Course
10865 CREAT DRAMA/THEATER s [ Request This Course |
10038 CREAT WRITING 2.5 11 12 Does not meet grade

requirement

| Request This Course |
[ Request This Course |
| Request This Course |
_ Request This Course |
[ Request This Course |
| Request This Course |
[ Request This Course |
[ Request This Course |

Figure 14 — The Course Catalog screen lists all the available courses in the subject area.

10884 CREAT WRITNG 182
10165 ENGLISH 1 AC
10135 ENGLISH 1 HSPA
10265 ENGLISH 2

10245 ENGLISH 2 AC
10235 ENGLISH 2 HSPA

10365 ENGLISH 3 AC

wow ow o wm owowow

10355 ENGLISH 3 B/T

Deciphering the Course Catalog
The catalog may have expanded descriptions of the course, and may also give reasons why
you cannot choose a particular course for your student. If a course can be requested, the

“Request this Course” button will be available. Click this button to choose the corresponding
course:

Course catalog for English:

Status Icons: @ Recommended by a tescher & Alresdy requestsd
Code Name

Credits Type Grades Status
10175/ *ENGLISH 1 HON

S Honors | Request This Course |

10275 *ENGLISH 2 HON

5 Honors Does not meet course pre
requisites
10375/ *ENGLISH 3 HON 5 Honors T e
10495 *ENGLISH 4 AP 5 1 12 Does not meet course pre
Prerequisite: English 1T and departmental recor 1 This course emphasizes selected writers and literary periods with an emphasis on rhetorical requisites

anslysis, tona, litarary style and figurative language. Students will write papers that integrata their sbilities to racognize rhetorics| and literary davicas,
identify and use techniques of style and organization, and anzlyze an author's purpose. CODE # 10495

When you click on a “Request this Course” button, you will be asked to confirm your choice:
Message from webpage léj

'.9_' Request 211057

Click “OK” to finalize the course request or “Cancel” to cancel it.
Once you have made a request, the “Requests” screen is updated with your choice:

US History Subject Area

21105 AEROSPACE 1| &k paily, Edwina 5 i

0 15 | Reguest a course
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IX. Letters

The Letters tab contains a list of letters that have been generated and sent to the student’s
guardians. Once the letter has been sent to the guardian, it can be made available on the

Letters screen.

—
Contaboie || satuing || oocumanes | rorme || conterancc) | NSRS

Student: Sursberg, Chrstina MaRIE ¥ ClICk the
Student Files PDF icon
Letter Date Student Category Letter .
12/14/2011 Christina Brunsberg Attendance Unexcused Absence 2 Day Letter to V I eW a

12/12/2011 Christina Brunsberg Attendance 4 Day Daily Letter

letter.

Figure 15 — View of the Letters tab

To view a letter, click on the T PDF icon corresponding to it. This will open a separate
window and display the letter:

m b 4 https://parents.genesisedu.com/dema/parents?module= mailboxBaction=perfarmic O ~ @& & X X p ﬁ 5 ¢ {§}
x Google + 2 search ~ | More» _ Signin % -

-]

Genesis High School
25 Main Street
Cooperstown
NT
13326

May 02,2011

Your child 08/26 Absent - Half Day (Unexcused)
09/21 Unexcused Absent - Full Day —
09/23 Unexcused Absent - Full Day
10/14 Absent - Half Day (Unexcused)
11/01 Unexcused Absent - Full Day

Dear Parent or Guardian,

Your student, Ed Daily, has been absent
1 A

Dates:
Dates: 08/26 09/21 09/23 10/14 11/01

'- = = 557 AM
- |m )
|| - ! R T

Figu6 - amleLetter ispla — letter is displayed in a separate web browser window.

When you are finished viewing the letter, you may close the window it is displayed in.

Printing Letters
All Genesis reports are displayed as PDFs using Adobe Reader. To print on a printer, use the
Adobe Printer icon to bring up a normal print dialog.

What types of Letters are displayed?
e Attendance Letters — Letters generated when the student has some Attendance-
related issue (e.g. too many absences).
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e Conduct Letters — Letters generated when a student is involved in a discipline
infraction.

e Scheduling Letters — Letters related to scheduling classes for next year.

e General purpose letters — Any letter that does not fall into one of the above
categories is considered “general purpose”. These can cover a wide variety of topics.

Letter Date Student Category Letter

05/02/2011 Ed Daily Attendance 4 Day Letter
0z2/2z2/2011 Ed Daily Conduct 10 Demerit
02/22/2011 Ed Daily Conduct 10 Demerit
02/22/2011 Ed Daily Conduct 10 Demerit
02/22/2011 Ed Daily Conduct 10 Demerit
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X. Documents

The Documents screen lists documents that the school or district has linked to your student’s
record. You can view these and maybe asked to acknowledge that you have read one of
them:

[ cummery || amendsnce || creding | omepime || ordchook || scheduino | NEESNN rormn |

Student: osiy, =

Document Library

Folder Name / Title For

B e =

I Student 504

B athlstic Form Ed
| Athletic Participation Form
T athlatic Form Ed |Signed on 9/13/2011 11:37:AM by demo@aol.com

) athletic Form for Spring Season |5 | that you have read this documant ]
B athletic For . 2011-12/E¢ |Signsd on 11/04/2011 9:43:AM by dsmo@aol.com

Y Ed Signed on 8/16/2011 3:24:PM by demo@acl.com
T rall porticipation Form Ed |Signed on 8/05/2011 8:43:AM by demo@acl.com

The documents you have access to are displayed in the “Document Library” list on this screen:
Document Library

Folder Name [ Title For

|| General Document
ﬂ January 23 Announcement Ed

|| Student IEPs
T e Ed

|| Student 504
ﬂ Athletic Form Ed

|| Athletie Participation Form
ﬂ Athletic Form Ed Signed on 9/12/2011 11:37:AM by demo@aol.com
ﬂ Athlatic Form for Spring Season |Ed [ Acknovdedge that you have read this document ]
ﬂ Athletic Form for Winter 2011-17 Ed |Signed on 11/04/2011 9:43:AM by demo@aol.com
ﬂ Athletic Participation Form Ed Signed on 8/16/2011 3:24:PM by demo@aol.com
ﬂ Fall Participation Form Ed Signed on 8/05/2011 8:42:AM by demo@acl.com

Download and View a Document

To download and view a document listed on this screen, click the [ PDF icon. This displays
the contents of the selected document.

Acknowledge that you have read the Document

To acknowledge that you have read the corresponding document, click the
[ Acknowledge that you have read this document

] button. This causes a confirmation

dialog to appear:

|
genesisedu.com needs some information ‘ @

Types YES to confim that you have read this document
Cancel

B
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You must type the word YES (all in capital letters) into this dialog box and click the OK
button to acknowledge that you have read the corresponding document.

WARNING: Cl/ck/ng the I Acknowledge that you hawve read this document I button and
entering YES into the prompt is a legal acknowledgement that you have read the document.

Once you have acknowledged reading the document, the button is no longer displayed:

Folder Name f Title For
+ Athletic Participation Form

E Fall Participation Form Ed
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Xl. Forms

Summary Assessments Attendance Grading Discipline Gradeboak Scheduling Documents || Farms ]| Conferences Letters Settings | Legout
[+]

Select Student: Daily, Edwina

Forms Library

Today is 8/12/2012
These are the online forms that are available for Edwina.
Form

Submitted on Submitted by Fillable From Fillable Thru For
1. Survey - New School Year

Edwina

Figure 17 — The Forms screen showing a Form available to fill in

Filling Forms

If any forms are available for you to fill out, they will appear on the Student Data>Forms screen.
Clicking on the name of a form opens it so that you can answer the questions it contains.

Summary Attendance Grading Discipline Gradebook Scheduling Documents Forms Conferences Letters Settings | Logout
[=]

Select Student: Daily, Edwina

Forms Library
Survey - New School Year for Edwina

Survey - New School Year
Question Answer

Do you plan to access Genesis from an iPhone, iPad or other tablet?
Do you agree with the district internet permission policy?

What are your student's plan after graduation? [=]

Questions marked with an * are required.

Update Answers

Procedure to Fill In a Form
1. Go to the Student Data=>Forms tab.
2. Select the Form to fill in and click on its highlighted name:

Form Submitted on Submitted by Fillable From Fillable Thru For
1. Survey - New School Year

Edwina
3. This brings up the form so it can be filled in. Each form is different.
Survey - New School Year
Question Answer
Do you plan to access Genesis from an iPhone, iPad or other tablet?
Do you agree with the district internet permission policy?
What are your student's plan after graduation? El

Questions marked with an * are required.

| Update Answers |

4. When you are done filling in the form, click the [ Undate Answers | hytton. This sends your

answers to Genesis. If you do not click [ Urdate Answers | hytton your answers will not be
recorded.
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Xll. Contact Management

The Contacts screen allows you to view and possibly update the contact information for your
students. If you do not have permission to update the Contact information directly via Web
Access, you will not see the fields and buttons described here. If those fields and buttons
are missing, please contact your school or district offices to update information for your
children.

A T PDF icon should appear next to the name of each of your children to allow you to print
out their current contact information.

Home Attendance = Grading Discipline Gradebook Scheduling Documents In Box Payment

—
school's Out To get a report containing all

contact information, click the
Contacts for Ed Daily & < PDF i
Ed Daily _(Student) | [Dolores Smith _(Guardian 1) L icon.
Ceil Phone: |733-555-9898 |x Provider: Verizon - Ceil Phone: 733-555-9876 |x Provider: VerzZom
Add Phone/Email Home Phone Home Phone: |908-654-3214 |x
Ceil Phone: 609-777-0001 |x|567 Provider: Alltel -
Cell Phone: 732-735-5346 |x Provider: Verizon -
Cell Phone: 732-598-0667 |x Provider: Verizon -
Cell Phone: 908-309-2625 |x Provider: Verizon -
Cell Phone: | 732-598-0658 |x Provider: Verizon -
Email (Home): [mdaily@isp.com -
Email (Home): [gciano@genesisedu.com
Email (Home): |kresar@genesisedu.com
Email (Home): [rlynch@northbergen.k12.nj.us
Email (Home): [rwd@sol.com -
Email (Home): \rwdilts@aol.com -
Add Phone/Email Cell Phone ~
John Doe (Emergency 1) Options ‘ |Ann Smith (Emergency 2) Options
Home Phone: |215-333-2223 | x Ceil Phone: 908-987-6543 |x Provider: T-Mobile -
Add Phone/Email Cell Phone ~ Add Phone/Email Cell Phone v
|GlﬂriaAnder§nn (Cousin) Options ‘ |DarcyPharmacy (Doctor) Optiens |
No nhone numher ar email add, on file Warl Bhane: _SES.0026

............................................................

PDF icon at the top can be used to get a PDF report of all of the information displayed on this screen.

What is listed on the Contact Management Screen?
The Contacts screen lists all telephone and email contact information for:
- The student themselves — your children’s own cellphone and email addresses
- The student’s Guardians — The legal guardians — such as yourself — who are allowed
to view the children’s information.
- Other contacts — all other people whom you wish the school to be aware of in your
children’s lives, including:
o Emergency contacts — People you wish to be contacted should an emergency
arise and you are not available.
Doctors
Dentists
Hospital to use in an emergency if hospitalization is required.
Other people it is important that the school know about.

o O O O

The Contacts screen has an area for each of your children and within a child’s area; there is a
separate section for each Contact.

12/10/2012 V2012.1 Page 31 of 49



Genesis Student Information System Parent Web Access Manual

Viewing and Printing Contact Information for all Students linked to your Account
To print a copy of all of the contact information found on the Contacts screen for one

student, locate the E PDF icon next to the student’s name and click it.

Contacts for Ed Daily (B Click this icon

This will bring up a report of this student’s Contact information:

Contacts for Daily, Ed
As of 08/04/2011

| Contact Name Type Relationship Phone Email |

Ed Daily Student Student 733-555-9898 (Cell)*
B56-999-1925 (Cell)

Addresses Legal Residence
Ms. Mary Daily
4 MADISON AVE, Apt. 2¢
Toms River,NJ DETES

Contact Name Type Relationship Fhone [Emait
Delores Smith Guardian 1 Mother T33-555-9876 (Celly* mdailyi@isp.com (Home)
908-654-3214 (Home) guano&ene&lsedu.com (Home}
B09-777-0001 (Wark) krosar@genesisedu.com (Home)
732-735-5346 (Cell) ﬂmv;m@Tnme?m l]ﬂz,m,us (Home)
ol.com (Home:
732-598-D667 (Cell) rwdi?:@aul.wm THeme)

908-309-2625 (Cell)
T32-598-0658 (Cell)
732-889-9202 (Cell)

Addresses Home Address ADGR S
Ms. Mary Daily
4 MADISOM AVE, Apt 2c
Toms River,MJ 08T

[contact Name [Type [Relationship [Phone [Emain |
John Dos Emergency 1 215-333-2223 (Home)*
Contact Name Type Relationship Fhone |Elna'l
Ann Smith Emergency 2 Aunt 908-987-6543 (Cell)*

| Contact Name | Type |Relatinﬂsl|ip | Phone |Emal |
Ms. Gloria Anderson Other Cousin

Addresses Home Address
Ms. Mary Dail

ry Y
4 MADISON AVE, Apt. 2c
Toms River,MJ 08755

Page 10f 2

Figure 19 — The Contacts Report for one student — These reports maybe multiple pages.

The Contact Report: The report is always for one student. Each student listed will have a
PDF icon next to their name which can be clicked for that student’s Contacts report. The
reports can be multiple pages. Make sure you scroll down to see all of a student’s Contact
information.

This report can be printed out, corrected and brought to your child’s school or district
offices.

Printing Contact Reports
All Genesis reports are displayed as PDFs using Adobe Reader. To print on a printer, use the
Adobe Printer icon to bring up a normal print dialog.
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Home Attendance Grading Discipline Gradebook Scheduling Documents eTiG« 1In Box Payment (- N |
[Scheol's Out!
\Jnhn Doe (Emergency 1) Options | |Ann Smith (Emergency 2) Options \ -
Home Phone: |215-333-2223 |x Cell Phone: |908-987-6543 | x Provider: T-Mobile -
Add Phone/Email Cell Phone v Add Phone/Email Cell Phone =
‘GlnriaAndersun (Cousin) Optiens ||DarcyPharmacy (Doctor) Optiens
No phene number or email addresses on file Work Phone: |732-565-9936 | x
Add Phane/Email Cell Phone Add Phone/Email Cell Phone  +
[3ohn Smith _(Father) ogtions
Home Phone: |908-435-1987 |x
Cell Phone: |732-555-1212 |x Provider: ATAT Wireless -
Email (Home): [fdaily@isp.com
Add Phone/Email Cell Phone  ~
Contacts for Hugh Daily
[Hugh Daily (Student) | [ paily (Gusrdian 1)
Home Phone: Home Phone:
Ceil Phone: 908-309-2625, Provider: VERIZON
Ceil Phone: 732-598-0666, Provider: VERIZON
Ceil Phone: 732-735-5346, Provider: VERIZON
Email (Home): rlynch@northbergen.k12.nj.us
Email (Home): krosar@genesisedu.com
Email (Home): rwd@aol.com &
Cambiar el idioma 2 e &Coovrio ht Genesis Educational Services. 1

Figure 20 — Scroll down to view additional students and contact information

Interpreting Information for a Contact
The Contacts screen

Each “Contact” represents one person in a student’

s life (e.g. Mother, Grandmother, Uncle),

or a single organization (e.g. Doctor’s practice, Hospital).

| Dolores Smith (Guardian 1)

Cell Phone: |733-555-9876 | x Provider: Verizon - J
Home Phone: |908-654-3214 | x ]
Cell Phone: |609-777-0001 |x|567 | Provider: Alltel - ]
Cell Phone: |732-735-5346 | x Provider: Verizon - j
Cell Phone: |732-598-0667 |x Provider: Verizon - J
Cell Phone: |903-309-2625 |x Provider: Verizon - j
Cell Phone: |732-598-0658 |x Provider: Verizon - J
Cell Phone: |732-889-9292 | x Provider: Select Provider - J
Email (Home): |mdaily@isp.com L J
Email (Home): |gciano@genesisedu.com This email address is tied to a parent accc_l.lmt for this
Email (Home): |krozar@genesisedu.com student.
Email (Home): \rawd@acl.com = J
Email (Homs): |rwdilts@acl.com - J

Add Phone/Email Home Email -

The top line shows the Contact’s name and “contact type”:

| Dolores Smith (Guardian 1)

There are multiple contact types that are possible:
- Student
- Guardian1
- Guardian 2
- Guardian 3
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- Guardian 4

Phone Numbers: A Contact may have an unlimited number of phone numbers listed for
them. If a number is a cell number and you want the Contact to receive text messages on
their cell phone regarding your child, you must select the name of the cell service provider
(e.g. Verizon, AT&T, Sprint, T-Mobile, etc.). If you have permission to remove phone
numbers, a trashcan icon will appear at the far right of each phone number:

Cell Phone: |733-555-9876 | x Provider: Verizon hd J

Email Addresses: A Contact can have multiple email addresses listed. If a small icon
appears at the right side of the email address, it means that this email address is being used
as the login for a Genesis login for your child. For example, it may be your email address and
indicate that you have a Genesis login:

Email (Home): |mdaily@isp.com =

The Student’s Own Contact Information
Each student can have their own, personal phone numbers and email addresses listed under
the “Student” contact. These would be ways for the school to contact the student,
themself, directly.
| Ed Daily (Student) |

Cell Phone: |733-555-9898 | x Provider: Verizon -

&l &l

Cell Phone: |856-999-19258 | x Provider: Select Provider -

Add Phone/Email Home Email -
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| Dolores Smith (Guardian 1)

Cell Phone:
Home Phone:
Cell Phone:
Cell Phone:
Cell Phone:
Cell Phone:
Cell Phone:
Cell Phone:
Email (Home):
Email (Home):
Email (Home):
Email (Home):
Email (Home):

Email (Home):

733-555-9876 | x Provider: ‘erizon -
908-654-3214 |x

609-777-0001 | x (567 Provider: Alltel -
732-735-5346 |x Provider: Verizon -
732-598-0667 |x Provider: Verizon -
908-309-2625 |x Provider: Verizon -
732-598-0658 |x Provider: Verizon -
732-889-9292 |x Provider: Select Provider -

mdaily@isp.com iy
goiano@genesisedu.com
krozar@genesisedu.com
rlynch@northbergen.kiz.nj.us

rwd@aol.com b

rwdilts@aol.com iy

Add Phone/Email Home Email -

Figure 21 — Information for one Contact

(SIS SIESI =S g S gS S g=S =g S =g S

Each “Contact” represents one person in a student’s life (e.g. Mother, Grandmother, Uncle),
or a single organization (e.g. Doctor’s practice, Hospital).

You MAY be able to update the Contact information directly on the screen: this is under the
control of your school district. They may allow you to update the information directly, or
you may only be able to view it.

Updating a Contact’s Email and Phone Numbers

You can do three things to the email addresses and phone numbers:
- Change the information
- Remove (i.e. delete) the information
- Add new phone numbers and email addresses

WARNING: You can only do these things if your school district gives you permission. This
section assumes that you have such permission — if you cannot do the things described here,
it is because your district has not given you permission to do them: it is not because the
system is broken.
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Deleting a phone number or email address: Find the delete trashcan icon
corresponding to the phone number or email you wish to delete and click it:
Cell Phone: |732-889-9292 | x Provider: Select Provider - J

A confirmation dialog will appear:

Message fromwebpage | e Click the OK button to continue and delete the

~ email address or phone number. Click Cancel to
|_0_I Are you sure you would like to delete this number?

abandon the deletion and keep the information.

Adding a phone number or email address: To add a new phone number or email

address locate the “Add Phone/Email” tool at the bottom of the Contact’s information:
Add Phone/Email Home Email -

Make sure you locate the Add Phone/Email for the correct Contact. Each Contact has their

own Add Phone/Email field:

|Ann Smith (Emergency 2) Optians |
Cell Phone: |908-987-6543 |x Provider: T-Mobils - j

Add Phone/Email Home Email -

The drop down contains the list of things that you can add to the Contact:
Add Phone/Email Home Email -

You may only add the types of things in this

Home Phone

iCell Phone list. If it is missing, you do not have permission
Work Email to add it (e.g. if “Email” is missing you do not
Work Phone

. . have permission to add Emails.
Select the type of information you want to add. P

Then move to the blank text field and enter the phone number or Email address.
Go to the top or bottom of the screen and click the L_Save Al hanges [ pytton,

Adding a Cell Provider information to an existing phone number: For Genesis to
send text messages to a Cell number, the cell service provider (e.g. Verizon, AT&T, Sprint, T-
Mobile) must be specified. It is not possible to send text messages without that information.
“Text messages” include the notifications that can be sent, for example, when a student’s
gradebook grades are updated. If the cell service provider is selected, but is wrong, the
number will not receive the messages that are sent.

To set or change a cell number, locate the “Provider” drop down to the right of the phone
number itself:

Cell Phone: |732-889-9292 |x Provider: Select Provider - J
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Select your provider, then scroll up or down (to the top or bottom of the page) and click the
| Save All Changes | button.

Adding a New Contact

If you have a Show Add Contact | button at the bottom left of a student’s list of contacts,
you have permission to add a new contact! If you do not see that button, you do not have
permission to add a contact: please contact your school to update contact information.

To add a Contact, click on the | Show Add Contact | button. This brings up the “New
Contact” area right below the button:

| Close Add Contact |

Add Contact to Ed:

Contact First NamE:| Contact Last Name:
Relationship to Student: A
Is Emergency Contact?: Mot an emergency contact - Add Contact

Enter the following fields:

- Contact First Name — The person’s last name

- Contact Last Name — The person’s first name

- Relationship to Student — Select the new Contact’s relationship to the student:
Friend? Neighbor? There are dozens of relationships listed. It is important to select
the correct one.

- Isthe person an Emergency Contact for your child? Do you want them to be
contacted in an emergency? If yes, select one of the Emergency Contact options.

I= Emergency Contact?: Mot an emergency contact v| You can enter up to six emergency contacts
for each of your students. Emergency

contacts are people you wish to be called in

Yes, Emergency 1
Yes, Emergency 2 .
Yes, Emergency 3 the event of an emergency. Enter in the

Yes, Emergency 4 order in which you would like these people
Yes, Emergency 5

Yes, Emergency & to be contacted.

Once you have entered all the information, click the | #dd Contact | htton to add the new
Contact.

WARNING: If you have more than one student, and you wish the new contact to be used for
all your students, you must add them separately to each child’s contacts.

Changing or Deleting an Existing Contact
If you have permission to update information for a contact, there will be an ©etiens button in

the top line of the contact’s information. To update the name information for a contact or
to delete the contact entirely, use this Crtizns button:

|Ann Smith (Emergency 2) [Dptinns] |

| — ) - -
Cell Phone: 908-937-6543 |x Provider: T-Maobile - J

Add Phone/Email Home Email -

When you click ©rtizns , 3 popup appears:

12/10/2012 V2012.1 Page 37 of 49



Genesis Student Information System Parent Web Access Manual

| Ann Smith _(Emergency 2) options | [N |

Cell Phone: |908-987-6543 | x Change Contact A j
Add Phone/Email Home Email - Delete Contact

The popup gives you three options:
S Closc | Clicking the Close button dismisses the popup and makes no changes.
e Change Contact - Clicking Change Contact |ets you change the name and relationship
information for this Contact.
e [Delete Contact - Clicking Delete Contact removes the contact entirely. This removes the
whole contact: name, phone numbers and email addresses. Warning: There is no
UNDO button.

Deleting a Contact: When you click Delets Contact the following confirmation dialog appears:

Thiz will delete thiz contact and all of
their phone, email and address
information.

Are you sure you would like to proceed?

Yes Mo

If you click Yes, the contact and all their information is permanently removed. If you click
No, then the popup is closed and the contact is not deleted.

Changing a Contact: When you click Change Contact the following popup appears:

| Ann Smith (Emergency 2) Optians Close
Cell Phone: |908-987-6543 |x First: |Ann j
Add Phone/Email Home Email ~ Last: |Smith

Emergency? Not an emergency contact ~

o d = 2rge co d
¥es, Emergency 1
Yes, Emergency 2
¥es, Emergency 3
Yes, Emergency 4
¥es, Emergency 5
Yes, Emergency &

You can change the contact’s first or last name, and set whether they are an Emergency
Contact or not. To make changes to the contact, update the information, then scroll to the
top or bottom of the screen and click the [_Save Allchanges | hytton.
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Xll. Payments

The Payment screen, when it is available, allows you to pay fees for your children directly
through the Genesis parent module using your Amazon account and services to make your
payments.

The Payment screen lists all fees for all your children at once (you do not need to select each
child individually to see their fees):

(=g

Make a Payment:

Incursa  Partial
Convenience Payments

Student School Grade Description Fee Charge Accepted Balance  Amount To Pay
Daily, Ed 2002 12 | PTO Donation | $.00 - $500.00 v $.00 $
Brunsberg, Christina = 2002 11 | Year Book $75.00 v §75.00 | --=| %
Brunsberg, Christina | 2002 11 | Payto Flay $100.00 $100.00 [-->] §
Brunsberg, Christina | 2002 11 | German Club $51.00 $51.00 (=] %
Daily, Bradley 2002 09 | AP Exam $75.00 $75.00 [--=| §
Daily, Bradley 2002 03 | Class Trip $200.00 v v 5200.00 [--=] $
Daily, Bradley 2002 09 | Tuition Payment $240.00 $240.00 [-—=] $
Daily, Bradley 2002 09 | Prom $100.00 v v $100.00 (> $

Total: 50

[Add fees to shopping cart |

Figure 22 — The Payment->Fees screen showing a list of all unpaid fees for all children associated with your
web access account

There are three screens that are part of the payment mechanism. The first is the “Fees”

screen which contains a list of all fees owed by all your children:
Make a Payment:

Incurs a Partial
Convenience Payments
Student School Grade Description Fee Charge Accepted Balance Amount To Pay
Daily, Ed 2002 12  PaytoPlay | $100.00 $100.00 |--=| ¢
Daily, Ed 2002 12 | Prom $100.00 v v $90.00 [-=| g
Brunsberg, Arlo | 2002 11 School Trip 2 $200.00 v v $200.00 |--=] &
Shopping Cart Items: 2 Total: £100
[ Add fees to shopping cart ] | Proceed to check out |

Paying Fees: To pay one of the fees, either fully or partially, find it in the list of fees:

Incurs a Partial
Convenience Payments
Student School Grade Description Fee Charge Accepted Balance Amount To Pay
Daily, Ed 2002 12 | Pay to Play | $100.00 $100.00 |-->| 4

Click the == button to copy of the fee amount into the “Amount to Pay” field:

Incurs a Partial
Convenience Payments
Student School Grade Description Fee Charge Accepted Balance Amount To Pay
Daily, Ed 2002 12 | PaytoPlay | $100.00 $100.00 $100.00

Optionally, you can enter a partial payment amount (e.g. $50.00).
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You can also enter payments for multiple fees. A total amount is displayed at the bottom of
the list:

Incurs a Partial
Convenience Payments
Student School Grade Description Fee Charge Accepted Balance Amount To Pay
Daily, Ed 2002 12 | PaytoPlay | $100.00 $100.00 $/100.00
Daily, Ed 2002 12 | Prom $100.00 v v £90.00 $
Brunsberg, Arlo 2002 11 School Trip 2 | $200.00 v v £200.00 ${50.00
Shopping Cart Items: 2 Total: $150

To then move the payments to your Shopping Cart, click the | Add feesto shopping cart |
button below the list. You will be prompted to make sure you wish to do this:

'
Message from webpage Lﬁ

‘0 add the fees to your cart,
= lick OK. Click Cancel to do
Iel Add Selected Feeds to Cart? oth|ng
| :r

i | CK I | Cancel |
I ;

When you have put all the fees you wish to pay into the Shopping Cart, you may click the
button. This brings up your Shopping Cart screen:

Your Shopping Cart

Incurs a
Convenience
Student Description Amount Charge

1. Daily, Ed Pay to Play $100.00 )

Total: $100.00

I Pay for items

Clicking the |_Payforitems | button takes you to Amazon.com to complete your transaction:

Google + | #§ Search - | More» _ Signln X -

amazonpayments”

A-to-z Guarantee

Genesis X,

Sign in with your Amazon account

What is your e-mail address?

My e-mail address is: |

Do you have an Amazon.com password?
-/ Tam a new customer.
(you'll create a password later)

@ Iam a returning customer,
and my password is:

Sign in using our secure server )
Eorgot your password?
Has your e-mail address changed?

Use the Amazon payment control to pay for fees by credit card.
Amazon.com is the only way to pay. You must have an Amazon account setup in order to
use this payment option.
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Viewing Payment History
Your payment history is displayed on the Payment—>History screen:

Payment History

Show © Completed(4) () Failed(12) () All(16) (Download as Excel =)

# Date / Time Description For Method Amount
AP Exam Ed $75.00
1./10/27/2010 1:01 PM Transaction Complete. Credit Card ~ $75.00

Super Test Ed $75.00
2.11/3/2010 1:47 PM | Transaction Complete Credit Card $75.00

Pay to Play Bradley $100.00
3.6/4/2012 10:29 AM Transaction Complete Credit Card $100.00

Pre School Tuition 1 Ed $1000.00
Convenience Charge $35.30
4.6/4/2012 11:51 AM Transaction Complete Credit Card $1035.30

The Payment History list shows you your completed transactions:

Payment History
Show @ Completed(2) Failed(10) Allf12) (Download as Excel 'E_ih

# Date f Time Description For Method Amount
Test Ed $75.00
$2.93

1. 9/20/2010 8:57 AM Transaction Complete Credit Card $75.00

Super Test Ed $75.00
$2.93

2.11/3/2010 1:46 PM Transaction Complete Credit Card $75.00

The controls along the top of the list of payments also allow you to choose to view:
Show @ Completed(2) Failed(10) Allf12)
- All your completed payments — those that you successfully paid (shown by default)
- Failed payments — Payments that did not complete for one reason or another.
- Successful and unsuccessful payments in one list

Exporting to Excel: You can export your successfully completed payments to an Excel

spreadsheet by click the “Download as Excel” icon button: (Pewnlead as Excel = When you click
the 1 icon, the data is exported to an MS Excel spreadsheet.
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XIV. Home

A. Introduction to the Home Screens

Message Center
- Message Center
08/07/12 == paily Attendance alert for Ed
-User Profile “ Attendance code of 'Unexcused Absent - Full Day' was posted for 08/08/2012 Link
08/07/12 [E15 New document available. h
- Alert Setul =] H
i B e To get to the Setup
07/31/12 4 ) Conference Reserved Q
- A conference for your child Ed has been scheduled for 5:54PM on 10/26/2011. i Screen’ C||Ck the
07/31/12 | of Conference Cancelled Link
=l The conference for your child Ed, scheduled for 5:18PM on 10/25/2011 has been cancelled. n b H h
8 o Setup button in the
07/17/12 ) Gradebook Grade Change
=) A gradebook grade change was made for Doug . h
07/17/12 [\ Gradebook Grade Change upper right corner.
15 A gradebook grade change was made for Christina
06/26/12 - Y Gradebook Grade Change
=) A gradebook grade change was made for Christina
06/07/12 == Daily Attendance alert for Ed )
E Attendance code of 'Excused Absent ' was posted for 10/28/2011 inke
06/07/12 == paily Attendance alert for Ed
E Attendance code of 'Excused Absent ' was posted for 09/08/2011 Link
06/06/12 ===  Daily Attendance alert for Ed )
E Attendance code of 'Present’ was posted for 06/06/2012 L
06/04/12 | ) Conference Cancelled
2 The conference for your child Ed, scheduled for 6:12PM on 10/25/2011 has been cancelled. 3
0s/24/12 | A new attendance letter (3 Day Letter - Spanish) is available for Doug View | Link
05/24/12 4 ) Conference Reserved )
o A conference for your child Ed has been scheduled for 6:12PM on 10/25/2011. s
05/24/12 = <) Conference Cancelled
2 The conference for your child Ed, scheduled for 6:00AM on 10/26/2011 has been cancelled. Link
05/15/12 - Y Gradebook Grade Change
) A gradebook grade change was made for Ed
05/15/12 A Discipline Incident was posted for Christina Link
05/10/12 =i New document available.
[?j New document available: HONOR CERT May 5th-2 View Link
05/10/12 =5 New document available. -

Genesis Parents Module 2.0
Cambiar el idioma a espafiol ©Copyright Genesis Educational Services, Inc.

There are three screens under @ tab:

- Message Center

- User Profile

- Alert Setup

1. Message Center - The Message Center provides a list of all messages received for your
student. There are no settings on this screen — it is an information screen.

2. User Profile — This is where you change your password and select a “home”
screen (the first screen you see when you login).

3. Alert Setup — This is where you set which Alerts you wish to receive.

The User Profile Screen
There are two functions located on this screen:
1. Changing your password
2. Selecting your “startup” screen

Each function has a separate “Save” button —when you make a change you must be sure to
use the correct buttons.

The following sections explain each of these functions.
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B. Changing Passwords

Change Password

Current Password: |
New Password:
Confirm New Password:

Save

Procedure to Change Your Password
1. Click on the E=tn=ltab at the upper left corner of all Parent Access screens. This brings

up the Home>User Profile screen. You can also click on the @ tab

and then on the upper left, click on the “Alert Setup”:

- Message Center

- User Profile

- Alert Setup

2. Enter your current password

Enter the new password you desire

4. Re-enter the new password you desire. BE SURE TO WRITE DOWN YOUR NEW
PASSWORD.

5. Click ‘Save’

w

When you are required to change your password
If your password is changed by the system administrator, the next time you login, you will be
required to change your password. The “Change Password” screen will automatically appear
and you must do the following:

1. Enter your current password

2. Enter the new password you desire

3. Re-enter the new password you desire. BE SURE TO WRITE DOWN YOUR NEW

PASSWORD.
4. Click ‘Save’

c. Setting Your Home Screen

Settings

Home Screen: | Home A

Save

Procedure to Change your Home Screen
1. Click on the E=tn=ltab at the upper left corner of all Parent Access screens. This brings

up the Home>User Profile screen. You can also click on the @ tab

and then on the upper left, click on the “Alert Setup”:
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-Message Center

- User Profile

- Alert Setup

2. Find the “Settings” section in the middle of the screen
Select your “Home” screen
4. Click ‘Save’

w

D. The Message Center Screen & Alerts

Message Center
- Message Center
08/07/12 =  Daily Attendance alert for Ed
-UserProfile “ Attendance code of 'Unexcused Absent - Full Day' was posted for 08/08/2012 Link
08/07/12 ' [E5 New document available.
- Alert Setul =] H
L I—? New document available: Emergency Form | b || i E
07/31/12 = <) Conference Reserved
2 A conference for your child Ed has been scheduled for 5:54PM on 10/26/2011. Link
07/31/12 = Conference Cancelled ink
- The conference for your child Ed, scheduled for 5:18PM on 10/25/2011 has been cancelled. ol
07/17/12 ) Gradebook Grade Change
) A gradebook grade change was made for Doug
07/17/12 % Gradebook Grade Change
5y A gradebook grade change was made for Christina
06/26/12 - Y Gradebook Grade Change
) A gradebook grade change was made for Christina
08/07/12 ===  Daily Attendance alert for Ed N
E Attendance code of 'Excused Absent ' was posted for 10/28/2011 kin
06/07/12  »  Daily Attendance alert for Ed
E Attendance code of 'Excused Absent ' was posted for 09/08/2011 Link
06/06/12 === Daily Attendance alert for Ed -
E Attendance code of 'Present’ was posted for 06/06/2012 o
06/04/12 = <) Conference Cancelled
2 The conference for your child Ed, scheduled for 6:12PM on 10/25/2011 has been cancelled. Link
05/24/12 _‘_ﬂ A new attendance letter (3 Day Letter - Spanish) is available for Doug View Link
05/24/12 4 ) Conference Reserved -
- A conference for your child Ed has been scheduled for 6:12PM on 10/25/2011. tin
05/24/12 | of Conference Cancelled
- The conference for your child Ed, scheduled for 6:00AM on 10/26/2011 has been cancelled. Link
05/15/12 - Y Gradebook Grade Change
) A gradebook grade change was made for Ed
05/15/12 A Discipline Incident was posted for Christina Link
05/10/12 =i New document available.
,——j New document available: HONOR CERT May 5th-2 View Link
05/10/12 [=15 New document available. -
Genesis Parents Module 2.0
Cambiar el idioma 5 espaiol ©Copyright Genesis Educational Services,Inc.

Figure 23 — The Message Center screen lists all types of messages for your students

Using the Message Center

The Message Center provides a list of all messages received for your students. Some of these may be
linked to Documents or Letters. There is one Message Center for all your students — all students’
information is located on the same screen.

Anatomy of a Message
Each Message includes a date, an Icon identifying which module of Genesis sent it, the message itself

and potentially an additional line of information and possibly View and Link buttons:
08/07/12 r_l\ New document available.

View Link

= New document available: Emergency Form

- If there is a “view” button clicking it will bring up the document or letter.

- If there is a “Link” button, clicking it will take you to the Parent screen which will show you
the information. For example, if the Alert is about a document, clicking View takes you to the
Documents tab. If the Alert is about Attendance, clicking it takes you to the Attendance screen.
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Viewing the Documents - If there is a | button, click it to bring up the document:

|/ X parents.genesised = Genesis High Scho Y:j: [#G5-47507] Some 'ﬂmm unread) - j: vﬁ:’ Holy Crap: We Hz "g. Elementary Literac Yi} [#GS-45801] Sumr: + | & Students Login (=™
&« C  [1 parents.genesisedu.com/demo/parents’mod 1ailbo performViewDocumen entid= ED E71A63D5F31AD52C973 7| A8
[} GoSheet O] Genesis E-Mail ¥ JRA X, Wiki- Confluence JC Demo - TestServer JC Genesis Testd [1] Optimum Online-... [ royalcollection.com [IF] D'Alessandro: Anoth... & Cable TV, High Spee. =
Your child’s class will be attending a field trip to: Bronx Zoo - Lots of fun!!!
Date Time 10:00am
Location Bronx Zoo
Cost $15.00
Transportation Bus
| Notes See the animals! u
|| Custody Sensitive EVF.rw ™| | | Detention.nw < [ TESTAUGLO.w & ¥ Showall downloads.. X

Click the browser back button to return to Genesis.

When there is a “Link” button, if you click it, it will bring up the Documents screen in the Parents
module so you can see the full list of Documents for your student:

Summary Attendance Grading Discipline Gradebook Scheduling || Documents | Forms Conferences Letters Settings | Logaut

Select Student: | Daily, Ed Jr =l

Document Library

Folder Name / Title For
+ General Document

B emeraency Form Ed

ﬁ HONOR ROLL CERT Ed

ﬂ HONOR ROLL CERT Ed

T Honor rRoLL cErT 5-10 Ed

B sanuary 23 Announcement Ed
+| Student IEPs

1EP Ed

+ Student 504

T athletic Form Ed
'+ Athletic Participation Form

B athletic Form Ed |Signed on 5/13/2011 11:37:AM by demo@aol.com

) Athletic Form for Spring Season Ed | [ Acknowledge that you have read this document

T Athletic Form for winter 2011-12 Ed | Signed on 11/04/2011 9:43:AM by demo@aol.com

B Athletic Participation Form Ed Signed on 8/16/2011 3:24:PM by demo@aol.com

] Fall participation Form Ed Signed on 8/05/2011 8:43:AM by demo@aol.com
4| Medical Exam

B0tz Bem Ed  [Acknowledge that you have read this document

T cvnne anen Fd |Sianad an 2/23/2012 2:31:PM by demn@anl.com

Other Message types have Link buttons that bring up the appropriate screen.
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E. Setting Alerts

Alert Setup .

- Message Center

[ Letters: Receive an alert any time your student receives a letter from the school.
- User Profile Attendance: Receive an alert when your student is given an absence to school.

Gradebook Grades: Receive an alert when one of your students grades are updated in a teachers gradebook.
_ Mlert Setup Messages: Receive an alert any time school staff sends a Message to your Message Center. ) : :
— Letters © Attendance 1 Gradebook Grades Messages i

Email to edydaily@aol.com

Email to edwinadaily@myemail.com
Email to mdaily@isp.com

Email to gciano@genesisedu.com

Email to rwd@aol.com

Alerts
Genesis has the ability to send an alert to your contact emails/text message addresses:
- if your child is absent or tardy or
- ifagradeis updated in any of their teacher’s Gradebooks
- If an Attendance letter has been generated for one of your children.
- For many other types of messages.

Procedure to Turn On Alerts
1. Click on the @ tab.
2. On the upper left, click on the “Alert Setup”:

- Message Center

- User Profile

-Alert Setup

3. This brings up the “Alerts” screen. You will see a list of all the email address and cell
phone numbers on file for any of your children:
Alert Setup
Letters: Receive an alert any time your student receives a letter from the school.
Attendance: Receive an alert when your student is given an absence to school.

Gradebook Grades: Receive an alert when one of your students grades are updated in a teachers gradebook.
Messages: Receive an alert any time school staff sends a Message to your Message Center.

Letters 1 Attendance Gradebook Grades 1 Messages I
Email to edydaily@aol.com

Email to edwinadaily@myemail.com

Email to mdaily@isp.com

4. For each email address or cell number, check the Alert checkboxes for the alerts you
wish to receive.

5. Scroll to the bottom and click ‘Save’.

Procedure to Turn Off Alerts
1. Click onthe @ tab.
2. On the upper left, click on the “Alert Setup”:

- Message Center

- User Profile

- Alert Setup

3. This brings up the “Alerts” screen. You will see a list of all the email address and cell
phone numbers on file for any of your children:
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Alert Setup

Letters: Receive an alert any time your student receives a letter from the school.

Attendance: Receive an alert when your student is given an absence to school.

Gradebook Grades: Receive an alert when one of your students grades are updated in a teachers gradebook.
Messages: Receive an alert any time school staff sends a Message to your Message Center.

Letters 1 Attendance Gradebook Grades Messages 1
Email to edydaily@aol.com

Email to edwinadaily@myemail.com

Email to mdaily@isp.com
4. For each email address or cell number, uncheck the Alert checkboxes for the alerts

you do not wish to receive.
5. Scroll to the bottom and click ‘Save’.
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Frequently Asked Questions (FAQ)

1. Where do | get my login?

Your Genesis Web Access login will usually be your email address. You will give the email
address you want to use as your login to your school or district. The school or district will tell
you when your login has been entered into the Genesis system.

If your email address is not going to be your login, your school or district will assign you a
login.

2. What if | forget my password?

To replace a lost password you must call your school or district. Information as to who to call
should be provided to you in your Web Access Welcome Packet.

You cannot be given your existing password: for safety reasons, Genesis never displays a
user's password, even to the system administrators. If you lose or forget your password, you
will be given a new, randomly generated password. You will then be required to change the
new password the next time you login to Genesis Web Access.

3. Whatis the URL for Web Access?

You will be given the URL for Web Access in your Web Access Welcome Packet. If you do
not have the Welcome Packet, you must contact your school or district to find out the correct
URL.

4. How do | log out of Web Access?

There is a small “Log Off” button at the upper right of every Web Access screen. Click the
“Log Off” button.

5. How can | update my student’s Attendance information?

You cannot update any information. If you believe any information is wrong, you must contact
your childs guidance counselor.

6. Is it ok for me to just close the browser rather than log off? Do | really need to log off?

Closing your browser is not the same as logging off. You must log off of Web Access to
eliminate the possibility of someone else accidentally getting access to your student’s
information.

For example, if you are accessing Web Access from a public place, such as a library or other
public internet access point, if you just close your browser and walk away, without logging out,
there is a chance that someone else will be able to immediately reattach to your Web Access
session and view your child‘s information. Logging off properly terminates the Web Access
session.

Always log off of Web Access — Never just close your browser

7. What if | do not have access to all my students?

If you need access to a student that is not yet linked to your Web Access login you must call
your school or district office. Each district will have its own procedures and regulations
regarding linking a student to your Web Access login.
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It may be possible that Web Access is in a ,foll out® phase and is only offered in some of the
schools in your district and not in others. Refer to your Web Access Welcome Packet for
information on whom or where to call.

8. What if | don't have access to my child"s Report Card?
Usually a school only displays the most recent report card that was sent home. If the actual
report card is not available online, it may be that none has yet been sent home or that the

previous Marking Period's report card has been “turned off” so that the new Marking Period"s
report card can be prepared.
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