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Genesis Parent Portal User Guide

Introduction

The Genesis Parent/Student Portal tool is a safe and secure way to view your child’s school record for
the current school year. You will have access to the following information:

1)
2)
3)
4)
5)
6)
7)
8)
9)

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
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’s standardized test scores (e.g. NJ ASK)

Your child or children’s discipline records

Letters sent to you regarding your child:

@)
@)
@)
@)
@)

General Purpose letters
Attendance Letters
Discipline Letters
Scheduling Letters
Fines/Fees Letters

10) Documents that have been uploaded for your students
11) Online questionnaires or forms

This manual will guide you through all of the screens available to you and instructions on how to use
them. Please be aware that if you have more than one student in the school district, you may not see
every screen for every one of your students.
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Logging In & Logging Out

©

Parent Access

User Name:

Password:

Login Forgot My Password

Welcome to the Roxbury School District Parent Module!

Logging In
Logging into Genesis is very simple:
1. Go to https://parents.roxbury.org
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?
Right next to the Login button, you can find a ‘Forgot My Password’ link:

Lm Forgot My Password

If you forget your password, click the link. A new random generated password will
submit to your email account. The first time you login with your new password, you will be required to
change it.

If for any reason, you do not receive an email with the new random generated password, or if you have
trouble with the Login process, please contact the Technology Department by email at
webmaster@roxbury.org. Your child’s full name and grade must be included in the email message.
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Logging Out

It is important to Logout of Genesis properly.
To Logout, locate the LOGOUT button in the upper right corner of every screen and click it:

A MESSAGE CENTER

Message Cemer,  Message Alert Setup

Please be advised that not all information shown may be current. Gradebooks may not reflect ungraded assignments, extra credic or other grades. If you have any questions or wish to discuss yeur child's progress, plesse contact the individual teac]

Message Center To Logout, click the
NN | LOcoUT button n the
You have ro messages in your Messsge Center upper right corner of the
screen.

2§ SelectLanguage

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

Thank you for using the Roxbury School District Parent/Student Access.
You are now logged out.
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Why log out? Why not just close the browser?

Closing the browser without logging out leaves your session open on the Genesis servers. Be secure,
always log out properly. Itis important to close your sessions properly to prevent any unauthorized
person(s) from gaining access to your information.

Select Language (English to Arabic, Chinese, Filipino, Gujarati, Italian,
Japanese, Korean, Persian, Portuguese, Russian, Spanish or Viethamese)

There is a Select Language drop down list at the lower left corner of every screen. For example to
switch to Spanish, select the language from the drop down list. It then changes the language of the
Parent module to Spanish. The Select Language list itself will reflect the current language. Click the
drop down list again to select and return to English.

Summary Assessments | Attendance Grading Disdpline  FeesAnd Fines Gradebook  Scheduling Documents  Forms — Course Pages

RS54 SELECT STUDENT:

ASSESSIMENTS

THIS IS ATEST SERVER

o]
o

flact ungraded assignments, extra credit or ather grades. If you have any questions ar wish ta discuss your chikl's progres|

Plaase be advised that nat al information shown may be current. Gradebooks may not r
LANGUAGE
ARTS
Select Language drop down MJASK  MJASK | 2011 May 0a 208 Eﬂ
May 05 228 32

list at the lower left corner of NJSSK | NJASK | 201
March o |

NJASK
5 | March

March 743

every screen

' 4| Selectianguage | v
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Top Tabs

There are four available dark blue ‘Top Tabs’:

1) - This is where you access up to the minute messages about your students.
2)

— This is where you can see information for one specific student. The first screen

you see when you click on the _ tab is the ‘Summary’ dashboard with a separate
‘dashboard’ panel for each of your students.

3) — Contacts lists all the contact information on record for your students and allow
you to update it.

4) This is where you can change your current password and select a Home Screen.

Student Summary — The Dashboard

2% STUDENT DATA

Summary |/ sessments Atendance Grading Discipline FessAndFines Gradebook Scheduling Documents Forms  CoursePages  Letters

.. Monday, 9/19/2016 10:25AM
This is the current
student. Meliss3 Students

ENT: Students, Melissa E -

Scroll down to see
additional students

GRADE
ROKGURY HIGHSCHOOL | STUDENTID: 208807 | STATE D 10
Hmﬂwﬂ S e e
0 Ho m ¥ B HITA W
0 Ho v A 9

The highlighted course is the active
course and where the student is
“right now.”

2 seisctLanguane

Genesis Parent Access Student Data Summary — Student Dashboard Screen
When you login to Genesis Web Access the first screen you see is your student’s Student Data

Summary. This is the student’s Dashboard screen. You will see a ‘dashboard’ for every student linked
to your login. All your students will be on one screen.
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Each student’s ‘dashboard’ contains the following information:

e Basicinformation 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’ will highlight in green.

e The student’s attendance summary for the current week — Displays a color-coded attendance
code for each of the week.

e Assignment summary for the current week — Total assignments due each day.

e Your student’s bus assignments — Optional for display.

@ E—

Summary. | Assessments  Attendonce  Grading  Discipline  FeesAndFines  Gradebook  Scheduling Documents  Forms  CoursePages  Letrers

ENT: Students, Melissa £ -

contact the indvidual teacher.

please

Piease be advised that not all information shown may be current. Gradebooks may not reflect ungraded assignments, extra credit ar other grades. Ifyou have any questions ar wish to discuss your child

Monday, 9/19/2016 10:25AM

IWelissa Students e
ROXBURY HIGH SCHOOL | STUDENT |- 208807 | STATEID: 1 0

Hmﬂm s e e e
[ B
1 v A

F
F

15
070372001

Student’s bus
assignments

/DR
[ssianaents FREIRREIN H 410 CERCALE R0 GEOTTAN FIN ST R HEMOMDAIN
iAo A Lsaeans

1 seentlanguzgs | ¥

One Student’s Dashboard of Information
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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.

@ 44 STUDENT DATA

Summary |Assessments Attendance Grading Discipiine FeesAndFines Gradebock Scheduling Documents Forms  CoursePages  Letters

Printable copy of

Monday, 9/19/201 SChedUle Icon

Meli

Students

Counselor
Name Sarbon

Bus Routes

0237
[ Gradebook Assignments & [ Trisweek [ w | 7w & | 7]
| [roure TmE Busr] FICK UP / DROP OFF
Week’s Attendance et A CEREAR R0 oz x Fa T e ol

il Select Language

If your high school or middle school student has a class schedule, click one of the k& icons to
generate a printable copy of the schedule. It can be printed in either a 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
then appears on the additional tabs Student Data tabs. For instance, if you click the ‘Attendance’ tab,
you will see the selected student’s Daily Attendance calendar for the entire school year.
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Student Summary - Selecting a Student

2% STUDENT DATA

Summary | Asessments Amendance  Grading  Discipline  FeesAndFines  Gradebook Scheduling  Documents  Formy

NT:| Students, MelissaE -

(ease contact the individual teacher.

n may be current. Gradebooks may ot reflect ungraded assignments. extra credic or other grades. I you have any questions or wish to discu

Monday, 9/19/2016 10:25AM

GRADE:

Melissa Students
ROXBURY HIGH SCHOOL. | STUDENT ID: 208807 | STATE ID: 10
L)

m TEACHERR T ust Tewooc Dax

H

233

33

| [roure _Twe pusr[ __Pickur/prororr |
[ a0 cescant R0 staps af Fasy €1 A HerhorAlle Rel.
[l Av ussem o 2ns

2l selectianguage | ¥

Changing the Selected Student

The name of the ‘currently selected student’ displays 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 wish to select. Once selected the tabs will take you to that 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 the Technology Department by email at webmaster@roxbury.org. Your child’s
full name and grade must be included in the message.
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Panels on the Dashboard

Homeroom:

Counselor

Barbolini, Carissa &

Age: 15
Birthdate 08/03/2001

Motes for Parents:
r
Chromebook Insurance Accepted: o

The student’s information summarizes at
the left side of the dashboard. The
student’s picture may or may not be
there, along with basic information such
as homeroom, grade, guidance
counselor, age, birth date, and the
student’s current location.

Melissa Students

ROEBURY HIGH SCHOOL | STUDENT ID- 208807 |

STATE ID:

GRADE:

Homeroom
0 | Homercom
1 U5 HISTORY 1A
2 SPANISHIN A
34 LUMCH 1 SEM
34 | LUMCH 2 SEM
3B VIP3-1051A
3B | VIP3-10 524
3CO  BIOLOGY A
4 | CULINARY ARTS |
5 | WOOD TECH Il
& | DRIVER'S THEORY
6  PE 10 HIGH PERFORMANCE
& | PE 10 HIGH FERFORMANCE
6  PE 10 HIGH PERFORMANCE
T4 | LUMCH 1 SEM
T4 LUMCH 2 SEM
7B | VIP3-1051B
VIP2-10 528

B | ENGLIEH Il A

FF B H174
Ffo| A 0233
FF A 0233
Ff A Nz221
1 A CAFE
2 A CAFE
1 A
2 |A
FF A G166
Ff A B113
Ff B H174
o1 | B C126
gz B GYM
03 B GYM
g4 B GYM
1 |B CAFE
2 B CAFE
1 |B

E

0237

TEACHER "W ust "W mook  oav e

Wiood, Pau
Barbato, Nicole
Barbato, Micole

D Witt, Anna

Burd, Mary Ellen
Fahiey, Ruth
Wood, Pau

Dolan, James
Dolan, James
Dolan, James

Daolan, James

--E-IEIE

Schimidt, Eric

User Guide
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THIS WEEK
THIS WEEK
m.m“ﬂ The THIS WEEK panel contains your student’s Attendance for the week and how
nssianments [RRREREIR many Gradebook Assignments they have due each day.
Mot w.&:ter'-:lar':e-_']ﬁi_:e -

Click a number to see the Assignments for that day.

 assicnments IORDEDSEEE

BUS WEEK / DAY < | FRIDAY If present, the Bus Routes panel lists the

student’s morning and afternoon routes.

|| ROUTE TIME_|BUS#| ___ PICKUP/DROPOFF ___

AT0  06:50AM  B210

stops at Easy 5t. & Herbertsville Rd.
B A0 ozzoem ghs

Navigate from weekday to weekday:
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Assessments

2% STUDENT DATA

Summa © Assessments | Atendance Grading Discipline FeesAndFines Gradebock Scheduling Documents Forms  CoursePages  Leters

Assessments T pe———

TEST YEAR MONTH ﬂﬁ LANGUAGE | READING | WRITING | MATH | SCIENCE | SCORE -
ARTS

HSPA  HSPA October H Information
2010  March d Information

PSAT, HSPA & EOC Scores

PSAT 1/2010 READING | PSAT 1/2010 WRITING | PSAT 1/2010 MATH | HSPA 3/2010 LAL | HSPA 3/2010 MATH | EOC BIO 5/2010 | EOC-ALG15/2010 | MATH
1e:

Cambiar el idioma a espafiol @Copyright Genesis Educational Services,Inc.

Assessments shows your student’s standardized test scores

List of Standardized Test Scores
The top section lists your student’s standardized test scores:

TEST ﬂ YEAR | MONTH ﬂﬁ LANGUAGE w WRITING | MATH | SCIENCE ﬁ-
ARTS

HSPA  HSPA 2010  October H Information
SAT SAT 2010  March 1 525 550 6?5 B Information

Views of Various Groups of Scores
The other sections, if any appear, show groups of your student’s scores. Each section contains a group

of related scores:

PSAT, HSPA & EOC Scores

PSAT 172010 READING | PSAT 1/2010 WRITING | PSAT 1/2010 MATH | HSPA 3/2010 LAL | HSPA 3/2010 MATH | EOC_BIO 5/2010 | EOC-ALG1 5/2010 | MATH
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Attendance - Daily Attendance

Daily Attendance is your child’s official daily attendance.

@ 24 STUDENT DATA

Summary Assessments Attendance | rading Discipiine FeesAndFines Gradebook Scheduling Documents Forms CoursePages  Letters

Student’s attendance summary
for the school vear.
\

LIURPN LIl cLass ATTENDANCE

m

ﬂlﬂﬂﬂﬂﬂﬂBmﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂgﬂﬂﬂﬂﬂﬂ
1 21| 37481 6 2 1

DECEMBER JANUARY MARCH
BORNEEEBNRMEEE BMERDNEEE BOEDEER
3]} | <] | < |
mBa
m 212 m
H
o
[sInlrIwiTTr[s|sTulT[wiT[e[s|sImITIwl T e[s|sImITIwI T F]s]
|1 ]
&
BEm
,

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 the screen, you will see the Attendance codes for your school district. Common Attendance codes
include:

AUGUST m OCTOBER NOVEMSER
ne lays W

[ v

Blﬂﬂmﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂlﬂﬂﬂﬂ Toml Tardies O
i]l> |3l & & i

- m|m =

= o} Eccused D

EE Uisiioed
o

Total ADSEn{es 0

BE =

MARCH

Bmﬂﬂﬂﬂﬂﬂﬂﬂﬂ_ T W ﬂﬂﬂﬂlﬂ- [wlT]F]
n [ <] [ = |
[ 4] = m ElEE {1a] -] x
E o | o] = v]
[ =] ElEa B [=c

Hinnas a1
[ 0T
Snom Day

ERRIOND

IUNE
I I ) EIII“[DEEH“EE (cfulTjwlT]Fls

E
i ' EEEEE,
E1E Em 2c s e a7 A an om o4 on

Em
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e Unexcused absence
e Excused absence

e Unexcused tardy

e Excused tardy

o Leftearly

e Field Trip

Attendance — 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 m tab under _Attendance | tq
find class attendance. If this button does not appear, your child’s school does not record individual
class attendance.

To see Class
Attendance' C”Ck the Eraded assignments, extra credit or other grades. If you have sny questions ar wish to discuss your child's progress, please contact the indhvidusl teacher.

tab.

Class Attendance for the Month of
Sepimbar -

mm DAILY ATTENDANCE | HOMEROOM | HOMEROOM | LS. HISTORY 1A m VIP0-1051A | BIOLOGY A mm DRIVER'S THEORY | VIP 0-10 S1B wm
6 485 Not Msering Not Meting J— [T— Not Meting Not Msering LaT Ex
o £ Nox Meeting et deering et ideesing Nt Mecring et Meenng et Meering
P— p— E— S p— p—

M (B) O

R (B) O 6 ot Mg ot Mcering ok Mering Mo beesing ot Mceting ot Mg

m DESCRIPTION

Present
EX Excused Absent
LAT  Lateto Class
ABS  Absent

The Class Attendance screen shows your student’s Class Attendance summary for each of their
separate subjects. One month at a time displays and the screen always starts by showing you the
current month’s attendance.

® (lass attendance lists 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 lists to the right.

® “Today” is in yellow highlight (e.g. above 11/21/2008).

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

Each subject summary contains the following attendance
120 totals for the class, overall and by Marking Period:
s T - Total absences for the subject
wer  as U — Unexcused absences
- E — Excused absences
" e
wes =00 Page 15 of 64
v o
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Totals
Type: | Absence E

. US HISTORY 2 | *CALCULUS AP | WOODS TECH 1 | *ENGLISH 4 AP | *PHYSICS HON | PE 4/5CI m

T=2.0 T=2.0 T=2.0 T=2.0 T=2.0 T=1.0 T=2.0
MP1 U=2.0 U=2.0 U=2.0 U=2.0 U=2.0 U=1.0 U=2.0
E=0.0 E=0.0 E=0.0 E=0.0 E=0.0 E=0.0 E=0.0
T=0.0 T=2.0 T=0.0 T=0.0 T=0.0 T=0.0 T=0.0
MP2 U=0.0 U=2.0 U=0.0 U=0.0 U=0.0 U=0.0 U=0.0
E=0.0 E=0.0 E=0.0 E=0.0 E=0.0 E=0.0 E=0.0
T=2.0 T=5.0 T=2.0 T=2.0 T=2.0 T=2.0 T=2.0
MP3 U=2.0 U=5.0 U=2.0 U=2.0 U=2.0 U=2.0 U=2.0
E=0.0 E=0.0 E=0.0 E=0.0 E=0.0 E=0.0 E=0.0
T=0.0 T=0.0 T=0.0 T=0.0 T=0.0 T=0.0 T=0.0
MP4 U=0.0 U=0.0 U=0.0 U=0.0 U=0.0 U=0.0 U=0.0
E=0.0 E=0.0 E=0.0 E=0.0 E=0.0 E=0.0 E=0.0

Attendance — Notify Attendance Office

Parents can create Parent Attendance Notes directly through the Genesis Parents Portal. These notes
alert the district of a student being absent or tardy. Based upon District setup, students might have a
link on their summary page labeled "Notify Attendance Office." This link is located directly under the
"THIS WEEK" attendance and assignments summary.
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4% STUDENT DATA

Summary | Assessments  Attendance  Grading Discipline  FeesAndFines Gradebook Scheduling Documents Forms  CoursePages  Letters

Summary SELECT STUDENT: Students. Melissa E -

Please be advised that not all information shown may be current. Gradebooks may not reflect ungraded assignments, extra credit or other grades. If you have any questions or wish to discuss your child's progress. please contact the individual t=acher.

Monday, 9/19/2016 2:35PM

Welissa Students e
RONBURY HIGH SCHOOL | STUDENT ID- 208807 | STATE ID: 10
-
0 Homercom Fr B HI74  Wood. Pau
0 | Homeroom Froo| A 0232 | Barbato, Nic
1 US HISTORYIA F A 0232 Barbato, Nic
2 | SPANISHINA e A M221 | De Wit Anna
34 LUNCH 1 SEM 51 |A CAFE
34 | LUNCH 2 SEM s2 | a CAFE
Homeraom: 3B VIP3-10SIA 51 |aA
3B | VIPS-10S2A sz |a
Counszlor: 300 | BIOLOGY & Py A G166 Burd. Mary Ellen
f\::—"n""" Carissa =1 1 2 | CULINARY ARTS | oA B113 | Fahey, Ruth
Eahare: P — 5 WOODTECHN B HI7d  Wood, Pau
Notes far Parenis: & | DRIVERS THEORY o B Ci26 | Dolan, James
Chromebaok Insurance Accepted: of & PEIOHIGHPERFORMANCE 02 B GYM  Dolan.James
& | PETOHIGHPERFORMANCE 03 B GYM | Dolan, James
6  PEIDHIGHPERFORMANCE Q4 B GYM  Dolan, James
74 | LUNCH 1 SEM s1 B CAFE
74 LUNCH 2 SEM s2 B CAFE
78 | VIP3-10S1B s1 B
78 VIP3-1052B s2 B
7C0 | GEOMETRY A B B115 | Jasger, Kathym
8 ENGLISHIA FF B 0237 Schmidt, Eric

(s weer | w 7w R ]

o o/olo o0

Y 1iccr, Aricnsance Ofice

Clicking the link will bring you directly to the NOTIFY ATTENDANCE OFFICE tab. Parents may also
choose to navigate there directly by clicking on first, the Attendance tab, followed by the NOTIFY
ATTENDANCE OFFICE tab.

4% STUDENT DATA

Summary Assessment  Attendance | wading Discipline  FeesAndFines Gradebook Scheduling  Documents Forms  CoursePages  Letters

Attendance SELECTSTUDENT: Sudents. Melissa E +

DAILY ATTENDANCE  CLASSATTENDANCE  [EUENETITIEE e

becurrent. Gra 3 noc reflect ungraded assignments. extra credic or other grades. If you have any questions or wish to discuss your child's progress. please contact the individual teacher.

Notify Attendance Office

You may only nodify attendance office of absences and tardies for sy and for future dates.

Student will be: [
n Dete: m
Up through and including (may leave blanki[ |l
Check off each student for whom this pertains:

# Melissa Students
Please |eave a brief reason for tardy/absence below:

To see Notify
Attendance Office,
click the

NOTIFY ATTENDANCE OFFICE

tab.

Submit to Office

Submitted Notifications

ror paTE sruoewr | nenson | summrreo | |

¥ SeleciLanguage | 7

‘Capyrighs Gevesis Cducational Services. iy
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The NOTIFY ATTENDANCE OFFICE screen allows parents to submit notes to the office. Once on the
screen, parents will be able to:

e Select whether the student(s) will be absent or tardy.

o Select the notification date. Parents may only select today or a future date.

e Optionally select the day(s) through which this attendance transaction takes place.
o Select the student for which this notification pertains; not all students are eligible.
e Enter an attendance note describing the transaction.

The attendance note will appear in Genesis on multiple attendance screens and on the student’s
information bar. It will advise that there is an attendance note on file for this

Notify Attendance Office

You may only notifir attendance office of absences and tardies for today and for furure dates.
Student will be: Absent -
On Date: Dor20/2016 [
Up through and including (may leave blank]: |

Check off each student for whom this pertains:
# Melissa Students
Please leave a brief reason for tardy/absence below:

‘ Melissa students will be absent today to attend a
college tour. |

4

Submit to Office
Click the Submit to Office
button to finish the
transaction.

Submitted Notifications

student.

Once the form is completed, the Parent will need to press the "Submit to Office" button to finish the
transaction. Submitted forms will appear on the bottom of the screen for parents to keep track of
their created attendance notes.

A note generates for each student for each day absent or tardy. If a parent reports their student will
be absent on Monday and Tuesday, a separate note will appear for each day.
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If a parent wishes to delete a submitted note, they may remove it as long as the note has not
processed in Genesis. To delete a note press the red X button to the right of the note.

Submitted Notifications

Melisza Students will be absent today to artend a college
09/20/201&6 | Absemce | Melissa Students 09192016 by
tour.

Notes processed by the Attendance office will appear with a green check next to them.

Submitted Notifications

e e - Melissa Students will be absent today to attend a college
0972002016 | Absence  Melissa Students : = 9192016 by
tour.

SUBMITTED
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Attendance — Modify Daily Pickup Release

Parents can modify a student’s daily pickup release information directly through the Genesis Parents
Portal. The releases alert the district of a change to the student’s pickup release information for that
day. Releases cannot be created or changed after 12 PM. This link is located under the ‘SUMMARY’
dashboard, above the Bus Routes panel list.

NIXON ELEMENTARY SCHOOL | STUDENT I0: I | sTaT= (o: N 02
mmnn |l | [ Modify Daily Pickup Release |
| ATTENDANCE | ) BUS WEEK / DAY 2] FRIDAY
B Notiy Attendance Office | | [RrouTE [ TIME [BUS STOP | BUS # | PICK UP / DROP OFF | BUS SEAT
[ Am | 8:36AM 7
[ Pu | 3:39PM 7
Homeroom:
0008 Mcinnes, Cathy
Counselor:
Age:
Birthdate: ]

Notes for Parents:

At the next screen click on the “Add Daily Pickup Release” icon.

Daily Pickup Release for

You may only set Daily Pickup Release for today and/or future dates.

| &» Add Daily Pickup Release for \
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At the “Daily Pickup Release” dialog box, fill in the TEXT boxes for Authorized Adult/After School
Activity, Authorized Adult Contact Telephone, and Notes.

e Select the check box to confirm all information in the form has been reviewed

e Click SAVE to submit the request

Today's Date: 08/21/2020
Student Name:

Release Type:

=Authorized Adult/After School Activity: | |

=Authorized Adult Contact Telephone: | ]
*Notes

| )

| have reviewed all information in this form: [J

"Releases cannot be created or changed for today after 12:00pm.

Save Close

Once submitted a parent can modify or delete the Daily Pickup Release.

Submitted Pickup Releases

08/21/2020 PICKUP Dentist Appointment 555-555-4521
Note: | will be picking up my daughter from school today by 1:30 PM for her dentist appointment
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Grading — Current Year Report Card
The Grading screen gives you access to your student’s Marking Period grades, teacher comments, and
possibly the student’s most recent report card.

2 5TuDENT DATA

Summary Assessments Attendance | Grading Gradebook  Scheduling  Documents  Forms  Conferences  Letters

Genesis Parents Module

Il CURRENT GRADES l GRADE HISTORY AVAILABLE REPORT CARDS

Daily. Caitlin Link to Report Card

Grades

R,
COURSE m SCHOOL | TEACHER

Autry. Al

n Genesis High Schao

o] e s s . | Comment

SENGLISH4 AP FY

o1 Tool tip

Ema

SPANISH 4 FY

TRIGONOMETRY | $1

*CALCULUS AP FY

The current Marking Period
shown in green may not yet
contain grades. Comments Legend

04 Concentratsson Task 0 Excesds Requirements 10 Excellent Attitude and Effort 13 Excallent Work Habits

15 Follows Directions Well 23 Lab Performance is Good

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 highlights in yellow — the text of the comment also displays 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 highlights in green.

Each box shows the grade and comment codes that your student has received in the corresponding

class for the selected Marking Period. In addition, the text of the comment will appear in a tooltip
A

13 [Fu:ullu:uws Directions Well )

(e.g.
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Viewing your Child’s Current or Most Recent Report Card
If you are able to view your child’s actual report card, ¥ ez ciccnerstovenne 191 form for £ n Geness Hign Sehost
a message will appear between your child’s name and their list of grades:

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

ﬁ Save a Copy w w Search \"5 J:j. Select Eg: G‘J\\ - _IJ i =) 177 |- @ T AzC - g Sign + |- &7
|— S
FRoxbuory Pnb]i:}[ Prlntel’ ICON ] J—— Studens Report Card
Foxbory High School MMarking Period: M=2
|;-:|35-J‘ Stodenms, hchra E Grade: 10 Birthdats: SOS053.2001 Homeroom: HI17¢ Coonselor: Basbolossi, Cassoo |
o= SwtiectTeaches Am nEnl BEnT Exam  Semm  DMp3 Mot Exam Ave | Crodis ‘Coenmesmes
S100 ACCTOUNTING 1 =] =3 == S.000 a1
S=milin
=210 =EUss 2 =] E= =0 5000 =
T oo
110 [FE=NESIT= e L i] X &5 Ex S.000 15
M asiars
3300 CHEMISTRY H 1] ) EE) G.000 o=
Vo Ll
2510 SR E-ALGES=A =] ED a1 5,000 a5
MOAENG S
1330 SPAMISS 0l =T &5 EX S.000 0l
oo
Ba25 CRINERS THEORT EIE] Ex) 1250
Cawkas
H325 PE 10 HP X7 100 3750 3
Cawids
S0 NTO TO SR =) = Enl S.000 a1
Thomas
Attendanie | | Earmed Credits Canenesns L egend:
RIpl BIpl | Mips Bipd | ¥ID || Fader | Curxemt | Toaal 1 ot OO TSTANDING FERFORMANCE
Abzemi ] 1 =] o 1 | 1 S CONSTSTENTLY SO00 PERFORMANCE
Tardy o =] =] D [ | - FINES SUBFECT DIFFICULT
Fomor ool | oo s friomes mo| sisns oo | Bao - SHCWS IMPROVEMENT
[ I ~EXMCELLENT EFFCRET/ WORKE ETHIC
& - ACTIVELY PARTICIFATES INCLASS
Grading Smbols: 12 WOT WOREING TO ABLITY
A= - 2T _Lad ¥ = Fadl = - INAPPROPRIATE EEHAVICR
- - := - z'ﬁ = = Fam=x 5 - INCOMPLETEMISSING ASIIGNMENTS
A= oo I = Imcoommie=se 1D - PO TE R ECOELA T
T WP =  Wiahdrews Dassing NSRS T
- T eean TE =  Wahdrswr Fading 1T - UNPRETARED
o= - - == = Seass Sowesmen 13 - LINMITED PARTICIRATION
c - T3.Te AL = Asds 14 - SHCOULD SEEX EXTAREA HELP
- - Tw-7T2 EE = Exam Excosed 15 - CONFERENCE BEEQUESTED
D= - &7 -&% WC = o Grade No Credi 16 - BATTEFACTORY DERFORLLANCE
o - ; P S T P TR

To Print a Copy of the Report Card
1. Click on the ‘Grading’ tab.
2. If the “Please click here to view” message appears, click it. If it does not appear, your child’s
actual report card is temporarily unavailable.

3. When the report card appears, locate the Adobe printer icon L |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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To Save 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, your child’s
actual report card is temporarily unavailable.
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.

To Return to the Genesis Parents Portal
1. When you finished viewing the report card, click the browser “Back” button.

Prior Year Report Cards

The "I qap brings up Report Cards from previous years that your child’s school has

made visible through Genesis.

SELECT STUDENT:

mrermation shown may be current. Gradebooks may not reflect ungraded assignments, extra credit or other grades. If you have any questic

sh to discuss your child's progress,

Students, Melissa E
e . Report Card,
2015-16  Roxbury High Schoo .
click the PDF
icon.

2014-15 Roxl

24! SelectLanguage | ¥

For a list of available Prior Year Report Cards, click the PDF icon at right to see a Report Card.
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Grading - Academic History (Transcript Information)

If your student is in high school, the “Grade History” tab lists the course and final grade information
that will appear on the student’s actual transcript.

Summary Assessments  Atendance  (Grading | Discipline

Grading

CURRENT GRADES} AVAILABLE REPORT CARDS

2011

201112
201112
201112
201112

2011
201112

2010-11
2010-11
2010-11
2010-11
2010-11
2010-11
2010-11
2010-11
2010-11

2005-10
2005-10

Innean

10
10
10
10
10
10
10
10
10

03
o3
na

Students, Melissa E

Grade History

SCHOOL YEAR M DESCRIPTI
2011 n

*ENGLISH 4 AP
SPANISH 4
=CALCULUS AP
*PHYSICS HON
WORLD CULTURES
WOODS TECH 1 &P
PE 4/5C)

US HISTORY 2

CHOOL H
A

A

Totals for 2011-12 School Year

Transcript Totals for 201112 Schaol Year

ALGEBRA 1

CMPTR REPAIR 1 CIP
GRAPHIC ARTS 1 (1P
DRAW & PAINT 1 CiF
PHYSED 2
HEALTH 2

EMGLISH RP 10
BIOLOGY

US HIST 1

2002

2002 .
2002 A
2002 D

Totals for 2010-11 Schaol Year

Transcript Totals for 201011 School Year

EMGLISH 2 HEPA
COMP GRAPHICS

Evmlmring tha frre

2002* B+
2002 c
nne -

5.00
5.00
7.00
6.00
5.00
5.00
2.00
5.00
41.00
41.00
5.00
5.00
5.00
5.00
175
1.25
500
5.00
5.00
40.00
40.00
5.00
5.00

=an

FeesAndFines Gradebook Scheduling  Dacuments

Please be advised that not al information shawn may be current. Gradebooks may not reflect ungraded assignments, extra credit or other grades. If you have any questions or wish to discuss your child's progress, please contact the indiidual teacher.

ATTEMPTED m

5.00
5.00
7.00
6.00
5.00
5.00
2.00
5.00
41.00
41.00
5.00
5.00
5.00
5.00
175
1.25
500
5.00
5.00
40.00
40.00
5.00
5.00

=nn

A% STUDENT DATA

Forms CoursePages Letters

SELECT STUDENT:  Students, Melissa E »

Student’s Academic History — Information that will appear on their Transcript
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Discipline

2% STUDENT DATA
Summary Assessments Attendance Gradin  Distipline FeesAndFines Gradebook Scheduling Documents Forms  CoursePages  Letters
Discipline SELECT STUDENT! S, Wssa - |

Students, Melissa E

2012-13 Discipline Record

| DATE | TIME ‘ INCIDENT DESCRIPTION | ACTION ‘ ACTION DATES

1 6/4/2013 Excess Tardies Referral to Counselor 6/4
2 3/5/2013 Excess Tardies Central Detention 3/6
3 2/15/2013 Excess Tardies Central Detention 2118
4 2/11/2013 Point Reduction Code - Reduce Student's Penalty Point Count Reduce a Student's Points

5 1/12/2013 Point Reduction Code - Reduce Student's Penalty Point Count | Reduce a Student's Points

6 12/11/2012 Excess Tardies Central Detention 12112
7 114232012 Point Reduction Code - Reduce Student's Penalty Point Count | Reduce a Student's Points

3 10/1/2012 Excess Tardies Central Detention 10/2
9 #23/2012 Period4 Confrontational ; gzgifgfggeﬁg:;arem and AdmInisrator o4 /23 g1
10 8/10/2012 Minor confrontation Conference with Student and Administrator 810

Discipline Record
The Discipline 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 resulting from your child’s
involvement in the incident.

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

2% STUDENT DATA

Summary Assessments Attendance Grading Discpline FeesAndFines Gradebook Scheduling Documents Forms — Cowrse Pages

:]r atss SELECT STUDENT: Students, MelissaE -
! e

Jwised that not all information shown may be current. Gradebooks may not reflect ungraded assignments. extra credit or other grades. If you have any questions or wish to disouss your child’s progress, please contact the individual teacher.

w
-
-
el

'-rnr
rec

Monday, 9/19/2016 2:35PM

SCHOOL AMOLUNT | ASSIGNIED ON | DUE PAID | MODULE | BALANCE
RHS 530,00 AN Z2NT Student £30.00
RHS b 574.00 642016 Student 50.00
RHS Camcorder and Charger - lace fees 513.00 Student 30.00
EMS Bock - Lost The End 512.00 Student 50.00
EMZ Book - lost one false note 512.00 Student 50.00

Balance: $30.00

Fees and Fines Record
The Fines and Fees screen lists all fines and fees assigned to your child. Each record includes the
following information:

e The attending school at the time the fee or fine.

e A brief description about the fee or fine.

e The specific fee or fine SS amount.

e The date of the fee or fine.

e The payment due by date for the fee or fine.

e The total $S amount paid towards the fee or fine.

e Specific section within Genesis where the fee or fine was processed.
e The outstanding $$ balance due for the fee or fine.
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Gradebook

Weekly Summary of Assignments Screen and Marking Period Averages

At STUDENT DATA

Summary Assessments Attendance  Grading Discipline FeesAndFines Gradebook Scheduling Documents Forms  CoursePages  Letters

Gradebook SELECT STUDENT:| Students, MelissaE +

Students, Melissa E
Weekly Assignment Summary Select week

WEEKLY SUMMARY LIST ASSIGNMENTS

Week of 05113/2013  |=

104 ’ z.abc 5.'51:5’?

MON | TUE | WED | THU | FRI
5A3A3 | 5/14/13 | 511513 | 5/6/13 | 51713
95/2 - *ENGLISH 4 AP . 0 o o o] o

12364/3 - SOANISH 4

13797/1 - SCALCULUS AP

145771 - *prvsics on | BT i
R | Emails bbarrett@ayz.abe

22115/2 - WOODS TECH 1 Bailey

27044411 - PE 4501 fiose Danicll=

352101 - Us HiSTORY2

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 an email to that teacher.

Choosing the Marking Period Average to Display

The “Avg” column always begins with 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:

AVG
Select the Marking Period and the averages in the column update 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 display.

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 (i.e. Tuesday); click on the highlighted day name. That will
take you to the “One Day/All Assignments” screen.

Page 28 of 64




Genesis Parent Portal User Guide

2% STUDENT DATA

Gradebook SELECT STUDENT:  Students, Melissa E -

WEEKLY SUMMARY COURSE SUMMARY
Select drop down for
the “Week of” field.

Students, Meli:
201212 Snuten ne

Click the Print
Assignments

link to print out
the list

Click on pushpins to see the
teacher’s comments about
your child’s work or messages
to the class.

A

If the teacher has uploaded files to
an Assignment, you will be able to
click on each file’s icon to

download it.

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

\\ . AF LIST ASSIGNMENTS ~ COURSE SUMMARY

Gradebook Weekly Summary

This summary will show you a snap shot of all Assignments 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 Assignments 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.
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List of Assignments Screen

4% STUDENT DATA
Summary Assessments Attendance Grading Discipline Fees And Fines  Gradebook | Scheduling Documents Forms  Course Pages  Letters

®a=Talzlalalal’e SELECT STUDENT: Students, MelissaE -
1 dUT LU

m FopRE s

Students, Melissa E

2012-13 Student Assignment List

Coures | Soowaliooursss [ o | v
Status: | Snow all assignmens [ svowssrgmmeiDates | Allzssigmene =1

MRS | AZSE0NZ Tru | *CALCULUS AR | Amonom, jonn | TEST

List of Assignments
This screen will allow you to look at your child’s Assignments in multiple ways.

Students, Melissa E
2012-13 Student Assignment List

Course: |Show all courses B Assignments Due Date: 06/28/2013 |
Status: | Show all assignments B Show Assignment Dates: | All assignments B
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 — Assignments that the teacher has graded.

Ungraded Assignments — Assignments that the teacher has not yet graded.
Incomplete Assignments — Assignments the student has partially finished.
Missed Assignments — All assignments the student failed to turn in.
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 either a single date, or the week that

contains the date you selected or the month.

©)
@)
@)
©)
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e Show Assignment Dates — This allows you to 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 that contains the date selected in Assignment
Due Date.

o “MP1” - All assignments for Marking Period 1.

o “MP2” — All assignments for Marking Period 2.

o “MP3” — All assignments for Marking Period 3.

o “MP4” — All assignments for Marking Period 4.

o “All Assignments” — All assignments for the entire duration of the course.

DUEDATE DAY COURSE TEACHER CATEGORY ASSIGNMENT GRADE MAX % PREV DOCS
Safety quiz
MP1 09/07/2012 Fri  SPANISH4  Anderson,Matt WA TeryaueE 20
Safety quiz for the lab
MP1 09/05/2012 Wed *CALCULUSAP Antonelli John HW S CHECKPLUS 100 85%
' problems 1,246,789
M1 08/11/2012 Tue *CALCULUSAP Antonell john  HW sectionz CHECK 100 78%
problems 11,12.13.14
. . . Section3 N
MP1 09/12/2012 Wed *CALCULUSAP AntonelliJohn HW . CHECKPLUSPLUS 100 100%
guestions 1,2.345
. . . Test1-3 . .
MP1  09/14/2012 Fri *CALCULUS AP Antonelli, John  TEST - 96 00 96%
Section 1-3 Test
MP4AQUIZ1 .
4 0418 *CA AP A 9
MP4  04/18/2013 Thu CALCULUS AP Antonelli, John  QUIZ MP4 Quizzes 1 60 # 100 60% Missing
MP4QUIZ 2
2 04 *CA o oa .
MP4  04/25/2013 Thu CALCULUS AP Antonelli, John  QUIZ MP4 Quizzes 2 oo
testl
MP4  04/25/2013 Thu *CALCULUSAP AntonelliJohn  TEST Covered Sections 2 through 8 i Chapter 11 and required 3 prepared essgy  CHECKPLUSPLUS 100 100%
Research
MP4QUIZ3
" P, o .
MP4 05/02/2013 Thu *CALCULUSAP AntonellijJohn QUIZ MP4 Quizzes 3 0o
MP4QUIZ 4
7 o o
MP4  05/09/2013 Thu CALCULUS AP Antonelli, John  QUIZ MP4 Quizzes 4 100
. . . MP4QUIZS .
MP4  05/16/2013 Thu *CALCULUS AP Antonelli john Quiz MP4 Quizzes 5 0o
MP4AQUIZ6
a oz w
MP4 05/23/2013 Thu *CALCULUSAP AntonelliJohn QUIZ MPA Quizzes 6 100
4 7
MP4  05/30/2013 Thu *CALCULUSAP Antonelli, lohn  QuIzZ MP_ .CEUZ. - 100
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One Day’s Assignments

One Day’s Assignment
When you click on a highlighted day name, the screen changes to the ‘List Assignments’ screen with
only the one day selected:

[

Daily, Ed
2012-13 Student Assignment List
Course: | Show all courses El Asslgnments Due Date: 05/ 14_.*20133
Status: | Show all assignments El Show Asslgnment Dates: | Day of El
Search
These two drop down boxes are set to ‘all These two drop down boxes are set
courses’ and ‘all assignments’ } [ to the selected dav.

One Day/All Assignments
Click on a day name to access the ‘One Day/All Assignments’ screen. This is the ‘List Assignments’
screen set for one day, all courses, and all assignments.
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One Week’s Assignments

Viewing a Week’s Assignments

If you select “Week of” and select any date, the screen will display all assignments for the week
containing the selected date. For example, if you select the date “11/18/2016” which was a Friday,
you will be shown all assignments for the week Monday, 11/14/2016 through Friday, 11/18/2016.

-
If “Week of” is selected, selecting any date
will show that week’s Assignments.

Daily, Ed
2012-13 5tudent Assignment List
Course: | Show all courses E| Asslgnments Due Date: |:|5_.f14_.*2|:|133
Status: | Show all assignments El Show Asslgnment Dates: | Week of El

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

u PUE DATE COURSE TEACHER | CATEGORY | ASSIGNMENT Wl“m pos
Anderson, N Safety quiz
MP1 9/7/2012  Fri SPANISH 4 Matt WA Safety quiz for the lab
*CALCULUS  Antonelli Section
' it
MP1 9/5/2012 Wed p & HW problems 1,2.46,7,8,9 CHECKPLUS 100 85%
*CALCULUS  Antonelli, . Section2 -
MP1  8/11/2012 Tue P John HW problems 11,12,13,14 CHECK 100 78%
*CALCULUS  Antonelli Section3
y 0
MP1 9/12/2012 Wed P 5w HwW questions 1,2.345 CHECKPLUSPLUS 100 100%
MP1 | os14rz0nz | Fri | CLCULUS Antonellh ey Tests %6 100 96%
AP John Section 1-3 Test
*CALCULUS  Antonelli MP4 QUIZ 1 .
. V. 0y
MP4  4/18/2013 Thu AP John Quiz MP4 Quizzes 1 60 L 100 60% Missing

Teachers have four "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 does not count 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 Prexvcolumn. 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 assighment or take a quiz or a test. When a M= js
changed to another grade, M= appears in the | PREV | column. Missing is the most common
special grade. A teacher’'s comment may accompany a missing. A grade of “Missing” in the

column means the student submitted the work late. “Previously missing” means “late”.

e Incomplete — Your child partially completed an assignment but did not finish it. When
Incomplete appears in the | PREV | column, your child has completed the assignment late.
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e Exempt — Your child is not responsible for this assignment. It does not count for them. Itis
unusual for an Exempt to appear in the & column. Usually when a child is explicitly exempt
from an Assignment there is no grade applied.

Initially, these special grades appear in the regular EZEE column (e.g. #55). 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. Mis=ing) s displayed in the | PREV | column on the List Assignments screen. Regular
grades will never appear in the | PREV | column — this column will only list special grades.

The teacher cannot clear the “previous grade” details. This information always displays. 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.

Viewing Teacher Comments

Teacher comments on your child’s performance are located in the List Assignments screen.
If a teacher has entered a comment on an assignment, please take time to view it.
*CALCULUS  Antonelli, MP4 QUIZ 1

2 % issi
MP4  4/18/2013 Thu Ap John QuIZ VP4 Guizzes 7 60 I L l 100  60% Missing

If a pushpin # icon appears on the Assignment line, it means the teacher has entered a comment on
the assignment. To read the comment, click the # icon. This will cause the Comment to popup:

*CALCULUS  Antonelli, MP4 QUIZ 1
MP4  4/18/2013 Thu P QuIZ MP4 Quizzes 1

Jehn
Comment from Antonelli. John: Close Click for Comment
oo

We need another phone conference

60 R r 100 60% Missing

Downloading Attached Documents

Teachers can upload documents to assignments that can downloaded at home. The “documents” may
include MS Word, MS Excel, PDF files, .wmv movies, podcasts or other file types. When one or more
documents have uploaded and attached to an assignment, icons identifying the type of each
attachment will appear in the Docs column on the List Assignment screen.

. Quiz March 6
MP3 3/6/2013 Wed gS HISTORY Barry, Jack L QUIZ Quiz Pages 205-240, Do #5 3, 7, 3-12in 100
preparation.

If icons (e.g. @—]) appear in the “Docs” column located on the right side of an Assignment line, it means
that the teacher has uploaded a file(s) to the assignment for download. Each icon listed represents an

uploaded file. For example, (1) =] Ms Excel icon means the teacher uploaded (1) MS Excel file.
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The shape of the icon indicates the attachment file type (e.g. & indicates a PDF file that requires
ADOBE Reader to read). You will need to have installed the correct application software to view each
type of file.!

= =
| View Study_Guide

To see the description of an attached document, place your cursor on the icon: [ =———" (cursor on
&) icon)

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

1 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.

Page 35 of 64




Genesis Parent Portal User Guide

Scheduling

‘Scheduling’ in the Parents Module is all about Next Year Scheduling.

A STUDENT DATA

Summary Asssssments Amendance Grading Distipline FeesAndFines Gradeboo  Scheduling | Jocuments Forms  CoursePages  Letters

SCHEDULING

Scheduling SELECT STUDENT:| Students, MelissaE
REQUESTS

Melissa's 2017-18 Schedule

Melissa has been assigned to grade 11 and will attend Roxbury High School in 2017-18
[ selected student.

Scheduling choices are for the ]

Please printthis out, sign it and return it to your child's guidance counselor,

Mo courses have been scheduled yet

List of course recommendations for

Melissa's Course Requests for 2017-18 H your student.

These courses have been requested for the next school year.

m DESCRIPTION | CREDITS | RECOMMENDED BY
10495 00l

Recommended by: Dilts, Rich
TENGLEH 24P =000 Current Eours)e‘:‘CiG.S-“ENGLISHLEP
13609 TRIGONOMETRY 2.500
13707 *CALCULUS AP
Recommended by: Dilts, Rich

El - A iy

14585 PHYSICS A2 5000 Current Course: 14577 - *PHYSICS HON
23678 WEBE PAGES 5.000

27044 PE 4/5C1 3.000

Viewing Next Year Recommendations and Scheduled Courses

The screen lists the student’s course requests for the next school year (e.g. 2017-18 if this
year is 2016-17), any teacher recommendations, and their “Next Year” schedule if available.

There are three things listed on this screen:

1.
2.

Your student’s list of course requests for next year — Printable list.

The teacher who recommended a course — Any teacher recommendations will appear at the
very bottom of the screen.

Your student’s actual Next Year schedule - Once the student’s actual Next Year schedule is
available, it will display on this screen. This may not be available during the current school year.
The Next Year schedule is a printable list.

Printing Next Year’s Requests

1.

2.

Click the PDF Icon next to the “list of requests” header:

Melissa's Course Requests for 2017-18 M

This brings up an Adobe PDF view of your student’s next year requests (shown below). The
printed report includes a “signature” line.
Use the Adobe Reader’s print button to send the report to the printer.
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3. You might need to print the request list, sign the set of requests and have your student return
the signed list to the school.

2017-18 Student Requests for Students, Melissa
Roxbury High School

Next Year Requests

|Cnurse Description |Cledits Recommended By
10455 "ENGLIZH 4 AP 5000 Recommended Ey: Diks, Rich
Current Course: "EMGLIZH 4 AF
1380% TRIGONOMETRY 2500
13787 "CALCULLE AP 7.000
14585 FHYZICE AP 5000 Recommended By: DIEs, Rich
Curent Course: "FHYEICE HOM
23ETE WEEE FAGED =000
27044 FE &z 1000
ELrali] U3 HISTORY 2 5000
LUNCH LUNCH ool

Recommendations which have not been Requested

Course |Desclipliun Credits Recommended By

12370 "SFANIZH § HON 5000 Recommended By: DIRE, Ricn
Curment Course: 3FANISH 4

13797 "CALCULLZ AP 7.000 Recommended By: Dikz, Rich
Courrent Course: "CALCULUE AF

153115 SOCIOLOGY 5000 Recommended By: DIRs, Ricn

Curment Course: US HIBETORY 2

These are the seiections your student has made In concen with thair guidance counseior.

Farent Signature;

Counselor 3ignatun

Adobe PDF report of your student’s next year course requests. Use the Adobe Print button to print.

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. An empty or missing schedule only
means that your student’s school has not yet completed the scheduling process.

1. Click the PDF Icon next to the “Next Year Schedule” header:

Melissa's Course Requests for 2017-18 H

This brings up an Adobe PDF view of your student’s next year schedule.

2. Use the Adobe Reader’s print button to send the report to your printer.
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Courses Recommended and Not Scheduled
If your student is eligible, the very bottom of the Scheduling screen may contain a list of teacher
recommended courses that were not scheduled. Scroll down to see this list.

12370

13797

15315

2017-18 Course Recommendations for Melissa which have not been Requested

These courses have been recommended but not yet requested.

m DESCRIPTION CREDITS | RECOMMENDED BY

Recommended By: Dilts, Rich

*5PANISH 5 HON 5.000
Current Course: 12364 - SPANISH 4
Recommended By: Dilts, Rich
*CALCULUS AP 7.000
Current Course: 13797 - *CALCULLIS AP
COCIOLOGY 5.000 Recommended By: Dilts, Rich

Current Course: 35210 - US HISTORY 2

This list will only appear if a teacher recommends a course for your student and the course is not

scheduled.
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Letters
The Letters tab contains a list of letters submitted to the student’s guardians. Once a letter submits to
the guardian, it will be available on the Letters screen.

4% STUDENT DATA.

Summary Assessments  Attendance  Grading  Discipline  FeesAndFines Gradebook Schedulimg Documents Forms  CoursePage  Letters

Daily, caitlin [

s Parents Module 2.0

Student Files Caitlin

LETTER DATE | STUDENT | CATEGORY | LETTER .

1/8/2013  Caitlin Daily Amendance 3 Day Absence Leter - English Version H

Click the
PDF icon

1/8/2013 Caitlin Daily Amendance 3 Day Absence Leter - English Version u

9/28/2012 ' Caitlin Daily = Conduct Detention Lewer This One .
9/28/2012 Caitlin Daily Conduct Detention Letter This One to VIEW a
9/28/2012  Caitlin Daily = Conduct Detenticn Letter This One Ietter'
9/28/2012  Caitlin Daily Ceonduct Detention Letter This One

9/28/2012  Caitlin Daily = Conduct Detenticn Letter This One

9/28/2012 Caitlin Daily Conduct Detention Letter This One

9/28/2012  Caitlin Daily | Nordefined  Fines Letter for 2012

9/28/2012 Caitlin Daily Nordefined  Fines Letter for 2012

KEKEK&IKEKE@:

8/23/2012  Caitlin Daily = Conduct Referral Letter
8/23/2012 Caitlin Daily Conduct Referral Letter
8/23/2012  Caitlin Daily = Conduct Referral Letter
8/23/2012  Caitlin Daily Conduct Referral Letter

To view a letter, click on the corresponding k& PDF icon. This will open a separate window and display
the letter:
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x Google - | ] search - | More» _ Signln % ~

Roxbury High School

25 Main Street
Cocperstown
NJ
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
13.

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

Sample Letter— letter displays in a separate web browser window.
When you are finished viewing the letter, you may close the web browser window.
Printing Letters

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

What types of Letters display?

e Attendance Letters — Letters generated when the student has some Attendance-related issue
(e.g. too many absences).

e Conduct Letters — Letters generated when a student is involved in a disciplinary 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 then
a “general purpose” letter. This category can cover a wide variety of topics.

1/8/2013  Caitlin Daily = Atcendance 3 Day Absence Letter - English Version
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Documents

The Documents screen contains documents that the school or district has linked to your student’s
record.

At the beginning of each school year, there are REQUIRED documents or forms that Parents must

complete. Class placement information will not be available in the Genesis Parent portal until the
required documents have been completed and acknowledged. Click on Roxbury Back to School to
access training videos about how to complete the Genesis portion.

4% STUDENT DATA

Summary ~ Assessments Huling  Documents

parents.roxbury.org says:

Forms  Course Pages

DO CLIARIE R1ES | Type YES to confirm that you have read this dacument SELECT STUDENT:| Student, Thomas v

Please be advised that nar all infarmation shown may be current. Gradebog

& any questions or wish to discuss your child's progress, please contact the individual teacher.

oK Cancel

* You have Documents that need to be Acknowledged/Signed in order to have full access to Parents Module. *
Required Documents must be acknowledged for EVERY student asseciated with your account.
Once acknowledged, this message will be removed and full access will be granted,

EOEER AT “_

Athletic Trainer Forms

= Trainer Forms. Thomas ‘Acknowledge that you have read this document

1to 1 Permission

" 1to1 Agreement Thomas Acknowledge thatyou have read this document

Code of Conduct

" EMS Code of Conduct | Thomas Acknowledge that you have read this document

"3 SeleciLanguage | v |

b v

*J selectLanguage @Copyright Genesis Educational ServicesInc.
Mabile

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

A% STUDENT DATA

Summary Assessments  Attendance  Grading  Discipline  Fees AndFines  Gradebook  Scheduling  Documents  Forms  Course Pages

D ocuments SELECT STUDENT:| Student, Thomas

Please be advised that not all information shown may be current. Gradebooks may not reflect ungraded assignments, extra credit or other grades. If you have any questions or wish to discuss your child's progress, please contact the individual teacher.

Document Library for Thomas

* You have Documents that need to be Acknowledged/Signed in order to have full access to Parents Module. *
Required Documents must be acknowledged for EVERY student associated with your account.

Once acknowledged,, this message will be removed and full access wil be granted.

Lo ﬂ_

Athletic Trainer Forms

2 Trainer Forms Thomas Acknowledge that you have read this document

1to 1 Permission

210t Agresment Thomas Acknowledge that you have read this document

Code of Conduct

"2 EMS Code of Conduct  Thomas Acknowledge that you have read this document

2§ selectLanguage | v
Mobile
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Download and View a Document

Click the & PDF icon to download and view a document listed on this screen. This will display the
contents of the selected document.

Acknowledge that you have read the Document — This is “signing” the document
To acknowledge that you have read the corresponding document, click on the

Acknowledge that you have read this document
button.

The following confirmation dialog box will appear:

=

The page at 192.168.1.220:8081 zays:

Types YES to confirm that you have read this document

0K ]’ Cancel ]

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

WARNING: Clicking the_ 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 will no longer display:

u Sample Form 6-13-2013 Caitlin = Signed on 6/11/2013 2:34:PM by demo@aol.com
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Forms

2% STUDENT DATA

Summary Assessments Attendance Grading Discipline FeesAnd Fines  Gradebook  Scheduling Documents Forms | Course Pages

FO rmS SELECT STUDENT:| Student, Thomas *

FORMS LIERARY

Please be advised that not all information shown may be current. Gradebooks may not reflect ungraded assignments, extra credit or other grades. If you have any questions or wish to discuss your child's progress, please contact the
individual teacher.

Forms Library

Today is 9/16/2016
These are the online forms that are available for Thomas

* All required forms must be completed in order to have full access to Parents Module. *
Submit each form below marked YES under the required column. Required forms must be completed
for EVERY student associated with your account. Once submitted, this message will be removed and fuil access will be granted.
if no forms are present below, then your account does not have access to the form. Check your family's primary guardian account.

I_ REQUIRED | SUBMITTED ON | SUBMITTED BY FILLABLE FROM | FILLABLE THRU “

NJ Cares Surv 9/16/2016 TEST12 @roxbury.org Thomas
2. Emergency Contact Consent YES Not Yet Submitted Thomas
3. Media Consent YES Not Yet Submitted Thomas
4. Military Questionare Not Yet Submitted Thomas
5. Athletic Participation Forms Not Yet Submitted Thomas

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

4% STUDENT DATA

Summary Assessments Attendance Grading Discipline  FeesAndFines Gradebook Scheduling Document:  Forms  CoursePages

Form S SELECT STUDENT:  Student, Thomas v

FORMS LIBRARY m

Please be advised that not all information shawn may be current. Gradebooks may ot reflect ungraded assignments, extra credit or other grades. i you have any questions or wish to discuss your child's progress, please contact the individus! teacher.

Forms Library
Emergency Contact Consent for Thomas

Emergency Contact Consent

Ry m

Click here to view your
Please use the link provided to review your contact and emergency contact information. Please make any updates and corrections that are necessary. Contacts in new 'a):

| give permission to release medical information to the staff necessary to assure the safety of my child.

I, the undersigned, do hereby authorize the NJ Public Schoals to contact directly the persans named as the emergency contact and do authorize the named physicians to render —
such treatment as may be deemed necessary in an emergency, for the health of said child. In the event that physicians, other persons named, or parents cannot be contacted, the
school officials are hereby authorized to take whatever action is deemed necessary in their judgment, for the health of the aforesaid child. | will not hold the schoal district
financially responsible for the emergency care and/or transportation for said child.

By checking this box, | confirm that | have updated and verified the emergency contact information for my child(ren) on the contacts screen in Genesis.

Questions marked with an = are required.

Update Answers
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To Fill out a Form
1. Go to the Student Data—>Forms tab.
2. Select the Form to fill in and click on its highlighted name:

Forms Library

Today is 6/28/2013
These are the online forms that are available for Caitlin.

I_ SUBMITTED ON | SUBMITTED BY | FILLABLE FROM | FILLABLE THRU m

1. Sample Template April 18 2013 4/18/2013 | demo@aol.com Caitlin
2. Simple Template Sept 2013 4/18/2013 demo@acl.com Caitlin
3. | Basic Infermation 3/26/2013  demo@aol.com Caitlin
4. Activity Questionnaire Mot Yet Submitted Caitlin
5. | Survey - New School Year Mot Yet Submitted Caitlin
6. Transcript Request Mot Yet Submitted Caitlin

3. Click on the form name to access the form. Each form is different.

Forms Library
Activity Questionnaire for Caitlin

Activity Questionnaire

Do you intend to engage in any activities this year? [

What activity are you most interested in engaging in?
Tell us about your interests?

Question? Please visit www.askme.com for help

Questions marked with an = are required.

4. Once you have filled in the form, click on the button. This will submit your
answers to Genesis. If you do not click on the button, your answers will not

record or submit to Genesis.
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Contact Management

The Contacts screen allows you to view and possibly update the contact information for your
student(s). 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.

The k&l PDF icon next to the student’s name will allow you to print out the current contact information.

Genesis Parents Megule 2.0

Contacts for Caitlin Daily g

Caltlin Dally Swucegs Each section

MESSAGE PHONE FLAG .
different
[&] [&] &] &] ] =] =

Click the contact.
PDF icon for a |} B 0 0 [=] (®
a printable Ermail (Fome): | [pugaiy@hame.zom ] Ll
list of all of Agd Phone/Email Home Email ||
the student e
MESSAGE PHONE FLAG
call Pha = ] ] ] [=] (= You may
P o o = [-] = see phone
- a a = m o = numbers
- 2 & = and / or
a B " email
a ] (] addresses

John Doe Emerze

_ ATTENDANCE EMERGENCY TEXT MESSAGE PRIMARY PHONE DISTRICT CONTACT FLAG .
Home Phot =] ] =] =] =] = L]
) & =

kkkkkk

Email (Work):  [test

Part of the Contacts Screen listing all Contact information for your students

What information is on the Contact Management Screen?
The Contact Management screen lists contact information about:
- The student themselves — your children’s own cell phone and email addresses
- The student’s Guardians — the legal guardians — such as you — who have permission to view the
student’s information.
- Other contacts — all other people whom you wish the school to be aware including:
o Emergency — People to contact if an emergency arises and you are not available.
o Doctors
o Dentists
o Hospital - To use in an emergency if hospitalization is required.
o Other - People who are important for the school to know about.
The Contacts screen has an area for each of your children. There is a separate section for each Contact
within each child’s area.
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Viewing and Printing Contact Information for all Students linked to your Account

Click the PA PDF icon next to the student’s name to print the contact information found on the
Contacts screen for one student.

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

Click the icon to
print contact
information

Contacts for Caitlin Daily

Contacts for Daily, Caitlin

As of 06/29/2013
|Cn|11:n‘t Nama |T‘_|rpe Ralatlonship Phone |Emal |
Caiffin Daily Student Student 732-555-2807 (Cell)* ewdally@noma.com [Home)
956-099-1023 | Cell)
Addregees Legal Resldence
M. Mary Dially
4 MET] S LA, Apl 2c

Toms RiverMJ DE7SS

[Eman |

golano@@genesisedu.com (Hame)
wdikacl com {Home)
Jrussaki@gmall.cam (Home)

|Ralal1ml1lp
Mather

Phone

T33-555-RETE (Cell)"
T32-509-D667 (Cell)
G08-777-0001 =x5ET(Work)

[Type
Guardian 1

|Cm1hc't Hamg
Dolores Smith

Addressss Home Address ADGR S
Ms. Mary Dally
4 RS LA, Apt. 2¢

ID‘T‘E- River,MJ DE?SEHalllrg Address ADGR

Home Address ADGRS
Ms. Mary Dal

4 MET! S LA, ADL 20
Toms River,MJ DETSS

s
Cpiores Smith
PO/ Box 145
Riverdala,NJ 07457

[Eman

Contact Nama |Tjrpe Ralatlonsnip Phong
John Doe Emergency 1 215-333-2223 (Home)" tesl 233 @acl.com (Work)
[ contact Hams [Typs Ralatlonzhip Ehone [Eman
Ms. Gloria Anderson Other Cousin
Addressss Home Address

Ms. Mary Andersan

4 MADISON AVE, Apl. 2c

Toms River,NJ DETSS
Contact Name |Tjrpc Ralatlonehlp Phone Emal
Owerlook Hospital Other Hospital 0992-078-5432 (Home)"

Page 1012

The Contacts Report for one student may be multiple pages.

The Contact Report: The report is always for one student. Click the PDF icon listed next to the student
name to access 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.
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Printing Contact Reports

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

dd Phona/Email Home Emsil [ -
Calvin Terebinth Dencs: Dentst Octions
_ ATTENDANCE | EMERGENCY TEXT MESSAGE | PRIMARY PHONE DISTRICT CONTACT FLAG .
Home Phone: | [777-888-9191 |x [} m [} [} B = v
Add Phone/Email Home Emil [w]

Contacts for Christina Daily

Christina Dally Stuoen:

Home
Phone:

Scroll down to view
students and
information

i

Scroll down to view additional students and contact information

To change or update Contact information:
1. Print the Contact report
2. Manually note the corrections
3. Submit the print out to the student’s school or district office for processing.
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Interpreting Information for a Contact

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).

Caltlin Dally Stwosnt

ATTENDANCE TEXT PRIMARY DISI'RII'_'I' CONTACI'
MESSAGE PHONE

?33—555 2597 x

Cell Phone:

556-992-1328 | _
£ : I w
£ell Phons: Select Provider H D D D D |:|
Email {(Home]: |E‘.\.':Isily@ham5.cam | D o

Add Phone/Email | Home Email [ |m

Dolores Smith Gusrdizn Mother

-_ S - “pHioNE DIHRIGCDNTAG .
PHONE

?BB—EEE = x

Cell Phane: & ]
k= ] = ] [ ] =
Alltel
=
e & B B S I —
e [2]
Email (Home]: [goianc@genesisedu.com | - 0 L
Email {(Home): |r.v:|@sal.cc>m |n I:‘ v
Email (Home]:  [jrussak@gmail.com | - 0 L
Add Phone/Email [ Heme Email []| |m

the Contact’s name, “contact type” and relationship to the student:

ATTENDANCE PTO TEXT PRIMARY DISTRICT CONTACT
MESSAGE PHONE FLAG
O O (& L [=]

Dolores Smith Guardiani Mother

7226658878 |« |
Cell Phone:
Ve [e]

7az-598-0887 |2 |

cell Phons: O O L =] ®
R
o7
e & SR (= I —
e [
Email (Home): }gdsna@gene&issdu.cﬂm |u |:| w
Email (Home): | [wd@acl.com | - |} L
Email (Home): hrusss(@gmsil.cam |~ |:| 1

Agdd Phone/Email [ Home Emsil [«]| |

There are multiple contact types to select from:

e Student

e Guardian1

e Guardian 2

e Guardian3

e Guardian4

e Emergency

e Other
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Phone Numbers: A Contact may have an unlimited amount of phone numbers listed for them. It is
very important not to duplicate information (ie. Cell phone and Work phone are the same number).
If a number is a cell number and you want the Contact to receive text messages on their cell phone
regarding your student, you must select the name of the cell service provider (e.g. Verizon, AT&T,
Sprint, T-Mobile, etc.).

Contacts for b
AMY SAMPSON GUARDIAN 1 MOTHER
Cell Phone: | [201- ¥ [ Select Provider - ] -
Home Phone: ¥
Work Phone:
Home Email:
Add Phone/Email: | [Home Email « [ Save All Changes |

Email Addresses: Multiple different email addresses can be listed for one Contact. It is important not
to duplicate information by listing the same email address multiple times under one Contact.
Home Email:

Add Phonse/Email: Home Email = All C -

Asmallicon [=]to the right side of the email address means that specific email address is the login
for the Genesis Parent portal. For example, the small icon may be next to your home email address
indicating that you have a Genesis login.

Updating Information for a Contact
Each section contains information for a single Contact:

Dolores Smith Guargizn 1

ATTENDANCE | EMERGENCY | PTO TEXT PRIMARY DISI'RICI' EONTALT
MESSAGE PHONE

733-555-9876 |x
Cell Phone:
Verizon

732-508-0887 |x

Cell Phone: D D D El L)
Alltel ||
©08-777-0001 587
Cell Phone: | — - . L. . D El L)
Alltel [~ The small icon indicates this
Email (Home): |gcisnc@genesisedu.com - email address is the Iogin for the w
Email (Heme):  pwd@acl.com - Genesis Parent portal L)
Email (Home): |jrussak@gmail.com - 1)
Add Phone/Email Home Email El

Information for one Contact
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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 are able to update Contact information directly on
the screen but cannot delete phone numbers or email addresses.

Updating a Contact’s Email and Phone Numbers

You can do two things to the Contact’s email addresses and phone numbers:
e Add new phone numbers and email addresses
e Change 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 PhonefEmail Hozme Email El

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

John Doe Emergency!  Cptons

-_ ATTENDANCE | EMERGENCY TEXT MESSAGE PRIMARY PHONE DISTRICT CONTALT FLAG .

Home Phone: | [215-223.2223 [x

Email {Weork): [test1233@acl.com ™

Add Phone/Email Home Email El

The drop down contains the list of different phone and email types that you can add to the Contact:

Add PhonesEmail Home Email El
Cell Phone You may only select a phone or email type from the drop down
h.:l;u Erzslﬁ list. If something is missing, you do not have permission to add
*.-'~er Fhone it (e.g. if “Email” is missing you do not have permission to add
— Emails.
_

Select the type of information you want to add.
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 button.

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 below the phone number itself:
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97 EEE 1717

ATET Wireless E]

Select your provider, then scroll up or down (to the top or bottom of the page) and click the
button.

Cell Phone:

Adding a New Contact

To add a New Contact, click on the button. This brings up the “New Contact”

area right below the button:

ADD CONTACT TO CAITLIN:

First Mame; Last Mame:

[~]

I= Emergency Contact?: | Mot an emergency contact El

Relatiznship to Student:

Enter the following fields:
- Contact First Name — The person’s first name
- Contact Last Name — The person’s last name
- Relationship to Student — Select the new Contact’s relationship to the student: Mother?
Neighbor? There are many relationships listed. It is important to select the correct one.
- Is Emergency Contact? Do you want them to be contacted in an emergency? If yes, select one
of the Emergency Contact options.

You can enter up to six emergency contacts

Once you have entered all the information, click the

I= Emergency Contact?: | Mot an emergency contact El for each of your students. Emergency
Yfes, Emergengy 1 contacts are people that you want the
‘Yes, Emergency 2 school to call in the event of an emergency.
‘fes, Emergency 3 .
YVes, Emergency 2 Enter the people in the order that you
es Emargency would like them contacted.
‘fes, Emergency 8

button 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.
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Changing Name, Relationship or Delete an Existing Contact

You have permission to update relationship information for Emergency contacts only. There will be an
optiens button in the top line of the Emergency contact’s information. To update the name
information for a contact, or to delete the contact entirely, use the Crtizn= button.

ATTENDANCE | EMERGENCY | PTO TEXT PRIMARY DISTRICT CONTACT
MESSAGE PHONE FLAG
O O [l O [»] =

Ann Smith Aunt aunt |Cprons

TYPE

- 508-887-8543 | x
Le ane:
T-Mobile =

Add Phone/Email Home Emsil [+

When you click ©etiens , a pop-up appears:

Ann Smith Aunt Aunt
TYPE Chang ATTENDAMNCE | EMERGENCY | PTO TEXT PRIMARY DISTRICT CONTACT
Delete Co MESSAGE PHONE FLAG
O [ O [ [l |

ntact

- 508-887-8542 | x
e one.

- T-Mobile [=]

Add Phone/Email Home Email [+

jp__ Close |

Change Contact

Delete Contact

pop-up gives you three options:

o EE. Clicking the Close button dismisses the pop-up and makes no changes.

e Change Centact - Clicking Change Centact |ets you change the name and relationship information
for this Contact. (Phone numbers and email addresses are changed as described above)

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 Delete 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
pop-up is closed and the contact is not deleted.

Page 52 of 64




Genesis Parent Portal User Guide

Changing a Contact: When you click Change Cantact the following pop-up appears:

Ann Smith Aunt Aunt Cption
TYPE First: Gl EMERGENCY | PTO TEXT PRIMARY DISTRICT CONTACT
LastSmith MESSAGE PHONE FLAG
Relation: | Aunt
Cell Phane: - [=] [ O ] [ [x] ®
T-Metil Emergency?| Mot an emergency contact [ |
Add Phone/Email Home Email [

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 button.

Home

Introduction to the Home Screens

To access the Message
Center screen, click the
Home tab.

9]
o]
5

MNew document availzble,
PARENT SAMPLE 1

MNew docum lable. o]
N ed

oo EBE
-

[~ Q<<
-

A conference for you

Page 1 2 3

There are two screens under the m tab:

Message Center  Message Alert Setup

1. 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. Message Alert Setup — Select the Alerts that you would like to receive.
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The Message Center Screen & Alerts

Message Center
DATE m SUBJECT ACTHONS
Bi4 A Discipline |ncident was pested for BEd
e Mew document available,
|
—J CC:CMGT SAMPLE -3 E E
5313 - Mew document available.
|
—J MEWSLETTER MAY 2013 E E
L33 : Mew document available,
|
Ll SAMPLE DOC E E
4424113 Gradebook Grade Change »
i A gradebook grade change was made for Bd
47313 : Mew document available.
|
il PARENT SAMPLE1 E ﬂ
447313 : Mew document available.
|
= APRIL 23rd Farm E E
3TN Mew document available,
|
—_— Sample Form E E
— A Discipline |ncident was pested for Ed ﬂ L
- Caily Attendance alert for Ed
50 I S a -
—_— Attendance code of Absent - Never Attended” was posted for 02282013
21513 al A, Distipline Incident was posted for Bd E L)
1724113 : Mew document available,
|
Ll THURSDAY JAM 24 E E
142413 - Mew document available,
L |
= THURSDAY JAM 24 E E
102413 - Mew document available, E E =
—J January 24 TEST DO:C
21112 — A Discipline |ncident was posted for Ed ﬂ L
1122812 Conference Reserved E »
- o A conference for your child Bd has been scheduled for 3:40PM on 1000572012
Page 1 2 3

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 the messages
will link to Documents or Letters. There is one Message Center for all your students. Information for
all students is located on the same screen.
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Anatomy of a Message
Each Message includes a date, the message itself (that may include an additional line of information
and possibly the View), Link and Delete buttons:

313 MNew document available.
L |
il NEWSLETTER MAY 2013 E E

E The “View” icon
If the View icon is present, clicking it will bring up the document or letter

The “Link” icon

If the Link icon is present, clicking it will take you to the screen that contains the item related to the
message. For example, if the Alert is about a document, clicking the Link icon will take you to the
Documents screen. If the Alert is about Attendance, clicking the Link icon will take you to the
Attendance screen.

¥ The “Delete” trashcan icon
To remove the Message, click the Delete trashcan icon.

Viewing the Message Content
If there is a &3 View icon, click it to bring up the document:

Nixon IElementary School

Field Trip Permission Form

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!

|| Custody Sensitive EVF...w  ~ | | Detention.nw T[] TESTAUG1O.rw i ¥ showoll downloads... |

Click the browser back button to return to Genesis.
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H "p ay s Y/ . . . .
When there is a Link” icon, click it to bring up the Documents screen in the Parents module.
You will see the full list of Documents for your student:

4% STUDENT DATA

Summary | Assessments  Attendance  Grading  Dispiine FeesAndFines Gradebook Scheduling Documents Forms  CoursePages  Letters

Documents SELECT STUDENT:| Daily, Caitlin [

Genesis Parents Module 2.0

Document Library for Caitlin

ReportWriter Form Output

ujanuaryZ-‘lTESTDCC Caitlin Acknowledge that you have read this document

u Sample Form 6-13-2013 Caidin = Signed on 6/11/2013 2:34:PM by demo@aol.com

wTHURSDA\‘JAN 24 Caitlin Acknowiedge that you have read this document

Student Documents Mine

!E FIELD TRIP FORM Caitlin
.4 My Doc 1 Caitlin
General Document

“ HONOR ROLL CERT Caitlin
“ HONOR ROLL CERT Caitlin
lﬁ HONOR ROLL CERT 5-10 Caitlin
“Januar’yZ} Announcement Caitlin
lﬂ NEWSLETTER MAY 2013 Caitlin
u Sample Form Caitlin
“ SHORT FORM AUG12 Caitlin
lﬁ Welcome Back Newsletter Caidin

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

Alert Setup

If you wish to receive an alert when new messages are sent to your Meszage Center you may do so
here. Alerts may be sent by email or text message (if you have provided a cell phone and cell carrier
to the =choal).

& 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.

Email to ewdsily@home.com

Email to grianci@genesizedu.com
Email te rewd@acl.com

Email to jrussak@email.com
Email to test1233@acl.com
Email te fdaily@isp.com

Text to 733-555-5857

Text to 733-555-53876

Text to 732-553-0667

Text to 605-777-0001

Tesxt to 90B-587-6543

5 T T T T
(] T o
5 T T T T

Tesxt to 732-555-1212

EDDDDDDDDDDD

{
t
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Alerts
Genesis has the ability to send an alert to your contact emails and text message addresses:
e If your child is absent or tardy
e |Ifagradeis updated in a teacher’s Gradebook
e If an Attendance letter has been generated for one of your children
e For many other types of messages

Turning On Alerts

1. Click on the m tab.

2. At the top, click the BaSEEEE SRS hutton.

3. This will bring up the Message Alert Setup screen. At the top is an explanation of each type of
Alert. Below that is a list of all the email address and cell phone numbers on file for any of your
students:

Message Center Message Alert Setup

Genesis Parents Module 2.0

Alert Setup

If you wish to receive an alert when new messages are sent to your Message Center you may do so
here. Alerts may be sent by email or text message (if you have provided a cell phone and cell carrier
to the school).

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

« 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.

_ B 7 R 2 I— m
a a

Email to ewdaily@home.com
Email to gciano@genesisedu.com
Email to rwd@aol.com

Email to jrussak@gmail.com
Email to test1233@aol.com

OoOom o
i s ) e
OOoOoz oo
OOoOoE oo

Email to fdaily@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 the button.
Turning Off Alerts

1. Click on the m tab.

2. At the top, click the BESSEFEEEERTE hutton.

O Page 58 of 64



Genesis Parent Portal

User Guide

3. This will bring up the Message Alert Setup screen. At the top is an explanation of each type of
Alert. Below that is a list of all the email address and cell phone numbers on file for any of your

students:

Email te griano@genesizedu.com |:|
Email to reed@acl.com D

Email te jrussaki@gmail .com

Email to test1233@acl.com D

D
=
o

o

D
=
o

o

_W

Email te ewdaily@home.com

O0OOooo

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 the

Adding Emails and Cell Phone Numbers to Receive Alerts

Save Alert Preferences

The list of email addresses and cell phone numbers shown on the Message Center Alerts screen are

those that you provided for your own personal contact information.

If you need to add cell phone

numbers or email addresses to the list, use the controls on the _ screen. If you do not have
permission to change your information there, then you must contact your students’ school(s).

Email to ewdaily@home.com
Email to gciano@genesisedu.com
Email to rvd@aol.com

Email to jrussak@gmail.com
Email to test1233@aocl.com
Email to fdaily@isp.com
Text to 733-555-9897

Text to 733-555-9876

Text to 732-598-0667

Text to 609-777-0001

Text to 908-987-6543

Text to 732-555-1212

OO0O0O0EOOaEEEAOE

E.f«

OO00O0EOOEEAOE

ave Alert Preferences

OO0O0O0EOOaEEEAOE

T T T T T

All of your personal emails and cell phone numbers will be available here - this will usually be a short list.
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Personal Settings

urrent. Gradebooks may not reflect ded assignments, extra credit or other grades. If you have any questions or wish to discuss your child’s progress, please contact the individual teacher.
Change Password
Current Password: Settings

New Password: Home Screen
Message Center -

Confirm New Password: L

Changing Passwords

To Change Your Password
1. Click on the [EESMES tab at the top right corner of
Current Password: the Parent Access screen. This will bring up the
| “Settings” screen
2. Enter your current password
3. Enter the new password
1. Re-enter the new password

2. Click FEEEE

Change Password

New Password:

Confirm New Password:

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

1. Enter your current password

2. Enter the new password

3. Re-enter the new password

4. Click Fs
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Setting Your Home Screen

To set your entry screen:

Settings 1. Click on the [EESEES tab at the top right corner of

’ _ the Parent Access screen. This will bring up the
ome Screen:

Home  [7] “Settings” screen

- 2. Locate the “Settings” panel on the right.

— 3. Choose a new Home screen.

4. Click FEs

Page 61 of 64




Genesis Parent Portal User Guide

Frequently Asked Questions (FAQ)

1. Where do | get my login?

Your Genesis Web Access login will usually be your email address. You will provide the email
address you want to use as your login to the school or district. The school or district will advise
once your login is available.

2. What if | forget my password?

If you cannot remember your password, please go to the Parent portal main screen
(Click to access Genesis Parent portal) and select “Forgot My Password.”

Forgot My Password

The system will then generate a new random password. You will be required to change the
new password the next time you login to the Genesis Parent portal. For safety reasons, Genesis
never displays a user’s password, not even to the system administrators.

3. What is the URL for the Genesis Parent portal?
Go to https://parents.roxbury.org/

4. How do | log out of the portal?

There is a small “Log Off” button at the top right corner of every screen. Click the “Log Off”
button.

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

You cannot update any Attendance information. If you believe any information is wrong, you
must contact your child’s guidance counselor.

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

Please contact the School’s Main Office if you need to have a student linked to your login.
Please be sure to include your child’s full name and grade if inquiring by email.
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7.

10.

What if | cannot access my student’s Report Card?
If there is no report card link, then the report card is not available. A report card may be

“turned off” so that the new Marking Period’s report card can be prepared. The “Available
Report Card” tab will show report cards from previous years.

AVAILABLE REPORT CARDS

What if | don’t have access to all my student’s screens?
There are a couple reasons why you may not have access to all your student’s screens.

You might not have access to all screens if you did not complete the required documents or
forms. In the Genesis Parent portal, click on the “Documents” or “Forms” tabs to view the
required items.

Click on the following link for training videos on how to complete required documents,
Emergency contacts, and forms in Genesis. How to Complete - Required Genesis Portion

Another possible reason why you cannot access all screens is if the student has an open fine. In
the Genesis Parent portal, click on the “Fees and Fines” tab to view any open balances or past
balance due history.

==

How do | maintain my contact information?

All contact information for parents, emergency contacts, and your children’s physicians are
located in the Genesis Parent portal under the Contacts tab.

How can I receive notification if a document, form, letter, or grade has posted in the Parent
portal?

Parents can receive emails or text messages automatically when a document, form, letter, or
grade has posted in the Parent portal. To receive a text message you must have your cell
phone number entered on the contact page along with your cell phone provider. Alerts can be
set up through the Parent portal under the Messages Center tab, Message Alert Setup screen.
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