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l. Introduction

The Genesis Parents Module is a safe, secure wagvtoyeur child’s school record for
the current school year. If your school districbases, you may have access to the
following information:

- Your children’s Marking Period, Exam and Final Grades

- Your child or children’s Report Cards

- Your child or children’s daily attendance record

- Teacher Gradebook assignments and assignment gragesifahild or children.
- Your child or children’s discipline records
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. Logging In

- O RHREG Lk SE 43

Genesis Township Schools

Please Login to Parent Access:

User Name:

Password:

Lagin

[ Add Parents to Favarites ]

é:[ Dane & Internet

Loggindn
Loggingnto Genesigsverysimple:
1. Goto the ParentAccesdJRLsuppliedwith your district
welcomepacket.
2. Enteryour EmailAddresdn the ‘Username’  field
3. Enteryour ParentAccesgpasswordn the ‘Passwordfield.
4. Clickthe ‘Login’ button

Loggindn for the FirstTime
Theveryfirst time youloginyouwill be requiredto changeyour password.

Whatif | forget my password?

If youforget your passwordyou mustcontactyour schoolor district office. Youshould
receiveinformation on whereto callwith your district packet. Youwill be givenanew
randomlygeneratedpassword. Thenew passwordnaybemailedto your email
account. Thefirst time youloginwith your new passwordyou will be requiredto
changeit.
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1.  Student Summary Dashboard Screen

A. Your “HOME” Screen - The Student Dashboard
0- O RRG PO S E LUk AB Y-

Parent Kesources a
_ ittendance Grading 1 Discipline .
Students:

Daily, Ed schedule Attendance This Week
Student id: 504495 Per Course Days Room Teacher Mon Tue Wed Thu Fri
Homeroom: 1 ALGEBRA 1 MTWRF | F128 August, Don N : ;
Grade: 11 2 GRAPHIC DES 1 MTWRF  B133 Anderson, Bill
Age: 16 3 F#EWGLISH 3 HOM MTWRF | D239 Aldridge, Wic Assignments This Week
Birthdate: 08/11/1989 4-5  US HISTORY 2 MTWRF | 113 Barr, Bob Mon |Tue |Wed |Thu Fri
Current Class: HSPA PREP 11 6 LUMCH MTWRF  CAF-A Arndt, Larry 1 il 1 2 fi]
Current Teacher: Baez, Jose 7-8  ARCHITEC DR 1 MTWRF  Bi40 Ardoin, Danny
Current Roorm: 142 9 PE 3/SCI MWRF GTM-A  Angley, Tom

10 HSPAFREP 11  MTWRF 142 Baez, Jose

Schedule Attendance This Week
Student id: 1008100 Per  Course Days R Teacher Mon Tue Wed Thu Fri
Homeroom: 08 & = = < =
Grade: 03
Age: § Assignments This Week

Birthdate: 05/29/1997 Mon Tue Wed Thu Fri

Current Class: o 1} 1} 1} 1}
Current Teacher!

Current Room:

The highlighted course
is the one the student is
scheduled to be in ‘right
this very minute’.

Attendance This Week
Mon Tue Wed Thu Fri

Daily, Con JOHNATHON
Student id: 1012097
Homeroom: Od
Grade: 05
Age: 11

¥ v .‘.
ny |
'ﬁf_; Birthdate:|12/18/1994
\ vh, Current Class:
v Current Teacher!
Current Room:

Assignments This Week
Mon Tue Wed Thu Fri
o o o o o

— @Canuriaht Genasis Educational Services Inc hd

E 4 Internet

Genesis Parent Access “Home” — Student Dashboard Screen

When you login to Genesis Parent Access the firgten you see is Parent Access
“Home”. This is the Student Dashboard screen. Witusee a ‘dashboard’ for every
student linked to your login.

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

X Basic information about the studentudent id , homeroom , grade, age. If you
are viewing the screen during the school day, youaislh see information about

the class your student is in ‘right nowlurrent class , current teacher andcurrent
room.

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

x The student’s attendance summary for the current wéek shows you a color
coded attendance code for each of the week.

x Assignment summary for the current week — how many are due each day
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Q- NG LHO RS @-Ur LIS

This is the currently
Parent Resources selected student.

I.Al.temlanee Grading 1 Discipli i [ I

Schedule Attendance This Week
Course Days Room Teacher Mon Tue Wed Thu Fri
BLGEERA 1 MTWRF | F128 August, Don N : ;

Daily, Ed
Student id: 504495
Hormeroom:

Grade: 11 [SRAPHIC DES 1 MTWRF | B133 Anderson, Bill
Age: 16 ENGLISH 3 HOM MTWRF | D239 Aldridge, Wic Assignments This Week
Birthdate: 08/11/1989 s HISTORY 2 MTWRF | 113 Barr, Bob Mon Tue Wed Thu Fri
Current Class: HSPA PREP 11 LUNCH MTWRF  CAF-A Arndt, Larry 3 il 1 2 i)

WRCHITEC DR 1 MTWRF B140 Ardoin, Danny
MWRF GTM-A& | Angley, Tom
SPAPREP 11 MTWRF 142 Baez, Jose

Current Teacher: Baez, Jose
Current Roormn: 142

Schedule Attendance This Week
Days Room Teacher Mon Tue Wed Thu Fri

These tabs give you
more information
about one of the

Assignments This Week
Mon Tue Wed Thu Fri

a a a a a
<tiidente

Daily, Con JOHNATHON Schedule Attendance This Week
- Student id: 1012097 Per  Course Days Room Teacher Mon Tue Wed Thu Fri
| L Homeroom: Od i T i & =

: - Grade: 05

| ; Agei 1l Assignments This Week

'ﬁf!g Birthdate: 12/18/1994 Mon Tue Wed Thu Fri

L v" Current Class: il il il il il
v Current Teacher!

Current Room:

— @Canuriaht Genasis Educational Services Inc hd

-31 B Internet

More Information About Each Student
The ‘Parent Access Home’ screen has a dashboarddbrad your students. The other
tabs give you more information about one student at a time

The Selected Student

Only one student can be ‘selected’ at one time.ei\ou ‘select’ a student that
student’s information will appear when any of theitdnal tabs are clicked. For
instance, if you click the ‘Attendance’ tab, youlsee the selected student’s daily
Attendance calendar for the entire school year.
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B. Selecting a Student

Changing the Selected Student

The name of the ‘currently selected student’ is displayed irsthect Student * drop
down at the top of the screen. To pick a diffestatlent, click theelect Student drop
down and choose the name of the student you want to seleat. yGunbave done that,
the tabs will take you to the newly selected stugeinformation.

The "Select Student” Drop Down

This drop down contains the names of all the sttsdrat you have access to. If you are
missing a student, please contact your school or district office. Your distryctequire
you to submit a separate permission slip for eaatiest.
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V. Attendance

Student’s attendance
summary for the

school year.

This is your student’s Daily Attendance summary for the whole school year.
X The Attendance Calendar with each day color coded
X A summary of the student’s Attendance for the year
X The ‘Legend’ of Attendance codes for your school district.

Attendance Color Codes
Your district selects its own set of Attendance codessafetts the color for each one.
When you look at this screen you will see the Adeerce codes fgrour school district.
Common Attendance codes include:

- Unexcused absence

- Excused absence

- Unexcused tardy

- Excused tardy

- Leftearly

- Field trip
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V. Grading

The current Marking
Period is shown in
green (typically it

will not yet contain
grades.

TheGradingScreen
Thisscreensummarizegyour student’sReportCardgradesfor the currentyear.

ThecurrentMarkingPeriodis highlightedin green.

Viewingyour Child’sActual ReportCard
If youare ableto viewyour child’sactualreport card,a“Pleaseclickhere to view”
messagevill appearbetweenyour child’'snameandtheir list of grades:

If this messageppearsgclickit to viewthe actualreport carddisplayedn AdobeReader
(AdobeReademustbe installedon your computer). Asamplereport cordis shown
below.
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ﬁdobe Printer icon

Procedureto Print a Copyof the ReportCard

1. Clickonthe ‘Setupg tab.
2. Ifthe “Pleaseclickhereto view” messageppearsgclickit. If it doesnot appear,
youwill not be ableto viewyour child’sactualreport cardat this time.

3. Whenthe report cardappearsjocatethe Adobeprinter icon at the upper
left of the AdobeReader'oorder. Clickit to access regularPrintdialogand

print the report card.

Procedureto Savea Copyof the ReportCard
1. Clickonthe ‘Setug tab.
2. Ifthe “Pleaseclickhereto view” messageppearsgclickit. If it doesnot appear,
youwill not be ableto viewyour child’sactualreport cardat this time.
3. Whenthe report cardappears)ocatethe Saveicon at the upperleft of the
AdobeReader’'dorder. Clickit to accesaregularFiledialogandprint the

report card.

Procedureto Returnto the GenesiParentsModule
1. Whenyouaredoneviewingthe report card,clickthe browser“Back”button.
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VI. Discipline

Discipline Record
The screen lists any discipline issues regarding ghild that have occurred in the
current school year. Each incident record includes thewolly information:

X The date and time period in which the incident oclir

X A brief description of the incident

x A list of all actions that have taken place or walke place as a result of your

child’s involvement in the incident
x Dates on which the actions were or are scheduled ¢opiake.
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VIl. Gradebook

A. Weekly Summary of Assignments Screen

Click on the highlighted course name
to see all the Assignments for that
course.

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

Viewing all Assignments for One Course
To see all of the Assignments for one course, click on thdigided 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 aoheey (for example, Tuesday), click on the
highlighted day name. That will take you to thenaDay/All Assignments” screen.
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B. List of Assignments Screen

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

10/11/2007 V2.01 Page 13 of 21



Genesis Student Information System Parent Accesd Manua

C. One Day’s Assignments

To see one day’s
Assignment’s click
on the highlighted
day

To select a different
week click here.

Figure 1 — GradebookzBNeekly Summary Screen

Gradebook Weekly Summary
This shows you a snap shot of all Assignments that are dusefeetected week. You
may do the following:
x Select a different week by clicking in the “Week &#&ld
x See all the Assignments for one course by clicking on the highlighted name of a
course in the list
x See all the Assignments for one day by clicking @nhighlighted day name
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One Day’s Assignment
When you click on a ‘day’ name you are brought to the “Asgignments” screen with
only the one day selected:

These two drop down boxes
are set to the selected day.

These two drop down boxes
are set to ‘all courses’ and
‘all assignments’

Figure 2 — The “List Assignments” screen in “One Dg/All Assignments” mode

One Day/All Assignments
If you click on a day name, you come to the “Ong/d Assignments” screen. This is
the “List Assignments” screen set for one day, all couedeassignments.
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VIII. Setup

A. Introduction to the Setup Screen

TheSetupscreenis whereyou setup your ParentAccessViodule.
Therearefour functionslocatedon this screen:

Changingour password

Selecting/our “startup” screen

Managingyour Emailand TextMessageContactlist
Selectincplerts

HwnN P

Eachfunction hasa separate*Save’button —whenyou makea changeyou mustbe
sureto usethe correctbuttons.

Thefollowing sectionsexplaineachof thesefunctions.
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B. Changing Passwords

Procedureto ChangeYourPassword
2. Clickonthe ‘Setug tab.
3. Enteryourcurrentpassword
4. Enterthe new passwordyou desire
5. Reenterthe new passwordyoudesire. BESURH OWRITEDOWNYOUREW
PASSWORD.
6. ClickSave

Whenyou are required to changeyour password
If your passwords changedoy the systemadministrator,the nexttime youlogin,you
will be requiredto changeyour password. The“ChangePassword’screenwill
automaticallyappearandyou mustdo the following:

1. Enteryourcurrentpassword

2. Enterthe new passwordyoudesire

3. Reenterthe new passwordyoudesire. BESURH OWRITEDOWNYOUREW

PASSWORD.
4. ClickSavé

c. Setting Your Home Screen

Procedureto Changeyour Home Screen
1. Clickonthe ‘Setug tab.
2. Findthe “Settings”sectionin the middle of the screen
3. Selectyour“Home” screen
4. ClickSavé
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D. Adding Contacts for Email and Emergency
Broadcasts

Contactsand the GenesifEEmergencyBroadcasiSystem

Thecontactslisted here—and controlleddirectly by you—will be sentemailor text
messagesGenesisncludesan EmergencyBroadcasSystemwhichallowsyour school
or districtto contactyouin caseof anemergencyon your children’sschoolcampuses.
Emailaddressesnayalsobe usedto communicatewith you by your children’steachers.

Procedureto Add a Contact
1. Clickonthe ‘Setug tab.
2. Findthe “YourContactinformation” sectionin the middle of the screen
3. Locatethe blankfieldsat the bottom of the contactlist. Fillthemin:
a. Enterthe contactEmailor Cell#
b. Selecthe nameof the CellPhoneprovider(e.g.Verizon AT&T)
c. Ifthiscontactshouldbe usedfor EmergencyBroadcasmessages;heck

the “EmergencyBroadcast’checkbox.
4. ClickAdd

Procedureto Changea Contact
1. Clickonthe ‘Setug tab.
2. Findthe “YourContactinformation” sectionin the middle of the screen
3. Locatethe Contactyouwishto Change:
a. Updatethe contactEmailor Cell#
b. Selecthe nameof the CellPhoneprovider(e.g.Verizon AT&T)
c. Ifthiscontactshouldbe usedfor EmergencyBroadcasmessages;heck
the “EmergencyBroadcast’checkbox.
4. Clickhe ‘Savé iconbutton.

Procedureto Deletea Contact
1. Clickonthe ‘Setug tab.
2. Findthe “Your Contactinformation” sectionin the middle of the screen

3. Locatethe Contactyouwishto deleteandclickthe ‘Deleté  iconbutton.
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E. Setting Alerts

Alerts

Genesidasthe ability to sendanalert to your registeredcontactemails/textmessage
addressesf your childisabsent. Youmustturn on this feature andenter the emailand
text addressessdescribedabovein SectionVIlI D— AddingContactsfor Emailand
EmergencyBroadcasts

Procedureto TurnOnAlerts
1. Clickonthe ‘Setug tab.
2. Findthe “ParentNotifications”sectionat the bottom of the screen
3. Checlthe Alertcheckbox
4. Click'Save.

Procedureto Turn Off Alerts
1. Clickonthe ‘Setupg tab.
2. Findthe “ParentNotifications”sectionat the bottom of the screen
3. Uncheckhe Alertcheckbox
4. Click'Save.
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Frequently Asked Questions (FAQ)

1. Where do | get my login?

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

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

2. What if | forget my password?

To replace a lost password you must call your schoo | or district. Information as to
who to call should be provided to you in your Paren t Access Welcome Packet.

You cannot be given your existing password: for sa fety 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, rand omly generated password.
You will then be required to change the new passwor  d the next time you login to
Genesis Parent Access.

3. What is the URL for Parent Access?
You will be given the URL for Parent Access in your Parent 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 Parent Access?

There is a small “Log Off” button at the upper righ t of every Parent Access screen.
Click the “Log Off” button.

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

You cannot update any information. If you believe any information is wrong, you
must contact your child’s 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 Parent
Access to eliminate the possibility of someone else accidentally getting access to

your student’s information.

For example, if you are accessing Parent Access fro  m a public place, such as a
library or other public internet access point, if y ou just close your browser and
walk away, without logging out, there is a chancet  hat someone else will be able to
immediately reattach to your Parent Access session and view your child’'s
information. Logging off properly terminates the P arent Access session.

Always log off of Parent Access — Never just close your browser
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7. What if | do not have access to all my students?

If you need access to a student that is not yetlin ~ ked to your Parent Access login

you must call your school or district office. Each district will have its own
procedures and regulations regarding linking a stud ent to your Parent Access
login.

It may be possible that Parent Access is in a ‘roll out’ phase and is only offered in

some of the schools in your district and not in oth ers. Refer to your Parent
Access Welcome Packet for information on who 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 repo rt 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 ¢ ard has been “turned off” so
that the new Marking Period’s report card can be pr  epared.
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