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Introduction 
 

The Genesis Parent/Student Portal tool ƛǎ ŀ ǎŀŦŜΣ ǎŜŎǳǊŜ ǿŀȅ ǘƻ ǾƛŜǿ ȅƻǳǊ ŎƘƛƭŘΩǎ ǎŎƘƻƻƭ ǊŜŎƻǊŘ ŦƻǊ 
the current school year.  If your school district chooses, you may have access to the following 
information: 
 

- Contact Information (email, phone numbers, emergency contacts) for your children 
- ¸ƻǳǊ ŎƘƛƭŘǊŜƴΩǎ aŀǊƪƛƴƎ tŜǊƛƻŘ, Exam and Final Grades 
- ¸ƻǳǊ ŎƘƛƭŘ ƻǊ ŎƘƛƭŘǊŜƴΩǎ wŜǇƻǊǘ /ŀǊŘǎ 
- ¸ƻǳǊ ŎƘƛƭŘ ƻǊ ŎƘƛƭŘǊŜƴΩǎ Řŀƛƭȅ ŀǘǘŜƴŘŀƴŎŜ ǊŜŎƻǊŘ and possibly class attendance records (if 
ȅƻǳǊ ŎƘƛƭŘΩǎ ǎŎƘƻƻƭ ǳǎŜǎ Ŏƭŀǎǎ ŀǘǘŜƴŘŀƴŎŜύΦ 

- Teacher Gradebook assignments and assignment grades for your child or children. 
- ¸ƻǳǊ ŎƘƛƭŘ ƻǊ ŎƘƛƭŘǊŜƴΩǎ ŎƻǳǊǎŜ ǊŜǉǳŜǎǘǎ ƻǊ Ǉƻǎǎƛōƭȅ ǘƘŜƛǊ ǎŎƘŜŘǳƭŜ ŦƻǊ ǘƘŜ ƴŜȄǘ ǎŎƘƻƻƭ ȅŜŀǊΦ 
- Your childΩǎ ǎǘŀƴŘŀǊŘƛȊŜŘ ǘŜǎǘ ǎŎƻǊŜǎ όŜΦƎΦ bW !{Yύ 
- ¸ƻǳǊ ŎƘƛƭŘ ƻǊ ŎƘƛƭŘǊŜƴΩǎ ŘƛǎŎƛǇƭƛƴŜ ǊŜŎƻǊŘǎ 
- Letters sent to you regarding your child: 

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

- Documents that have been uploaded for your students. 
- Online questionnaires or forms. 

 

 

The rest of this manual will guide you through all of the screens which may be available to you and 
how to use them.  Please be aware that you may not see every screen for every one of your 
students (if you have more than one student in the school district). 
The school district chooses which screens can be made available.  Screens may not be displayed if 
they do not apply to your student. 
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Logging In & Logging Out 
 

 
 

Logging In 
Logging into Genesis is very simple: 

1. Go to the Web Access URL supplied with your district welcome packet. 
2. Enter your Email Address in the óUsernameô field 
3. Enter your Web Access ǇŀǎǎǿƻǊŘ ƛƴ ǘƘŜ ΨtŀǎǎǿƻǊŘΩ field. 
4. /ƭƛŎƪ ǘƘŜ ΨLoginô button 

 

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

What if I forget my password? 
wƛƎƘǘ ƴŜȄǘ ǘƻ ǘƘŜ [ƻƎƛƴ ōǳǘǘƻƴΣ ȅƻǳ Ŏŀƴ ŦƛƴŘ ŀ άCƻǊƎƻǘ aȅ tŀǎǎǿƻǊŘέ ƭƛƴƪΥ 

 
 

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

 
If that information is not there, you should have received information on where to call with your 
district packet.   You will be given a new randomly generated password.  The new password might 
even be mailed to your email account.  The first time you login with your new password, you will be 
required to change it. 
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Logging Out 
It is important to log out of Genesis Web Access properly:  It is important to log out of all web 
applications properly.  
 
To logout, locate the Log Out button in the upper right corner of every screen and click it: 

  
 

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

 
 

²Ƙȅ ƭƻƎ ƻǳǘΚ  ²Ƙȅ ƴƻǘ Ƨǳǎǘ ŎƭƻǎŜ ƻǊ άƴǳƪŜέ ǘƘŜ ōǊƻǿǎŜǊΚ 
Closing the browser without logging out leaves your session open on the Genesis servers.  This 
creates a security hole that only you can close:  Be secure, always log out properly.  In this era of 
Internet access, it is important to always properly close your sessions so that unauthorized persons 
cannot gain access to your information.   
 

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

To logout, click the Log 
Out button in the upper 
right corner of the screen. 
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Switching from English to Spanish 
There is a  button at the lower left corner of every screen.  To switch to 
Spanish, click this button.  It then changes the language of the Parent module to Spanish.  The 
button itself changes to .  Click this to return to English. 

Student Summary Dashboard Screen 

The Summary Screen - The Student Dashboard 

  
 

Genesis Parent Access  Student Data Summary ς Student Dashboard Screen 
When you login to Genesis Web Access the first screen you see is ȅƻǳǊ ǎǘǳŘŜƴǘΩǎ Student Data 
Summary.   This is the studentΩǎ 5ŀǎƘōƻŀǊŘ ǎŎǊŜŜƴΦ  ¸ƻǳ ǿƛƭƭ ǎŜŜ ŀ ΨŘŀǎƘōƻŀǊŘΩ ŦƻǊ ŜǾŜǊȅ ǎǘǳŘŜƴǘ 
linked to your login.   All your students will be on one screen. 
 
9ŀŎƘ ǎǘǳŘŜƴǘΩǎ ΨŘŀǎƘōƻŀǊŘΩ Ŏƻƴǘŀƛƴǎ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ƛƴŦƻǊƳŀǘƛƻƴΥ 
 

¶ Basic information about the student:  student id, 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 
ΨǊƛƎƘǘ ƴƻǿΩΥ  current class, current teacher and current room. 

¶ Your studentΩǎ schedule.  The class the studenǘ ƛǎ ƛƴ ΨǊƛƎƘǘ ƴƻǿΩ ƛǎ ƘƛƎƘƭƛƎƘǘŜŘ ƛƴ ƎǊŜŜƴΦ 

¶ ¢ƘŜ ǎǘǳŘŜƴǘΩǎ ŀttendance summary for the current week ς this shows you a color coded 
attendance code for each of the week. 

¶ Assignment summary for the current week ς how many are due each day 

¶ Optionally, the studŜƴǘΩǎ ōǳǎ ŀǎǎƛƎƴƳŜƴǘǎ ǿƛƭƭ ōŜ ŘƛǎǇƭŀȅŜŘΦ 

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

This is the 
current student. 

Scroll down to see 
additional students   
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hƴŜ {ǘǳŘŜƴǘΩǎ 5ŀǎƘōƻŀǊŘ ƻŦ LƴŦƻǊƳŀǘƛƻƴ 

 

Top Tabs 
¢ƘŜǊŜ ŀǊŜ ŦƻǳǊ ŀǾŀƛƭŀōƭŜ ŘŀǊƪ ōƭǳŜ άǘƻǇ ǘŀōǎέΦ  ¸ƻǳ Ƴŀȅ ƴƻǘ ǎŜŜ ŀƭƭ ƻŦ ǘƘŜƳΣ ŘŜǇŜƴŘƛƴƎ ƻƴ ǿƘƛŎƘ 
screens your district has enabled.  The four include: 

-  ς This is whŜǊŜ ȅƻǳ ǎŜǘ ǳǇ ȅƻǳǊ ǳǎŜǊ ǇǊƻŦƛƭŜ ŀƴŘ ŀŎŎŜǎǎ ǘƘŜ άaŜǎǎŀƎŜ /ŜƴǘŜǊέ ǿƘƛŎƘ 
provides up to the minute messages about your students. 

-  ς This is where you can see information for one specific student.  The first 

screen you see when you click on the  tab is the ά{ǳƳƳŀǊȅέ ŘŀǎƘōƻŀǊŘ ǿƛǘƘ ŀ 
ǎŜǇŀǊŀǘŜ άŘŀǎƘōƻŀǊŘέ ǇŀƴŜƭ ŦƻǊ ŜŀŎƘ ƻŦ ȅƻǳǊ ǎǘǳŘŜƴǘǎΦ 

-  ς Contacts lists all contact information on record for your students and may 
allow you to update it. 

-  ς If your district has chosen to allow online payment of fees through Genesis, 
the Payments tab will be present.  If not, it will not be there. 

 
More Information About Each Student 
¢ƘŜ Ψ{ǳƳƳŀǊȅΩ screen has a dashboard for each of your students.  The other light blue tabs give 
you more information about one student at a time.  
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If your child has a schedule (in high school or middle school), click one of the  icons to get a 
printable copy of their schedule.  It can be had in either list or block form. 
 
The Selected Student 
hƴƭȅ ƻƴŜ ǎǘǳŘŜƴǘ Ŏŀƴ ōŜ ΨǎŜƭŜŎǘŜŘΩ ŀǘ ƻƴŜ ǘƛƳŜΦ  ²ƘŜƴ ȅƻǳ ΨǎŜƭŜŎǘΩ ŀ ǎǘǳŘŜƴǘ ǘƘŀǘ ǎǘǳŘŜƴǘΩǎ 
information will appear when any of the additional tabs are clicked.    For instance, if you click the 
Ψ!ǘǘŜƴŘŀƴŎŜΩ ǘŀōΣ ȅƻǳ ǿƛƭƭ ǎŜŜ ǘƘŜ ǎŜƭŜŎǘŜŘ ǎǘǳŘŜƴǘΩǎ Řŀƛƭȅ !ǘǘŜƴŘŀƴŎŜ ŎŀƭŜƴŘŀǊ ŦƻǊ ǘƘŜ ŜƴǘƛǊŜ 
school year. 

Counselor 
name 

Bus Routes 

Gradebook Assignments & 
²ŜŜƪΩǎ !ǘǘŜƴŘŀƴŎŜ 
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Selecting a Student 
 

  
 
Changing the Selected Student 
¢ƘŜ ƴŀƳŜ ƻŦ ǘƘŜ ΨŎǳǊǊŜƴǘƭȅ ǎŜƭŜŎǘŜŘ ǎǘǳŘŜƴǘΩ ƛǎ ŘƛǎǇƭŀȅŜŘ ƛƴ ǘƘŜ ΨSelect StudentΩ ŘǊƻǇ Řƻǿƴ ŀǘ ǘƘŜ ǘƻǇ ƻŦ ǘƘŜ 
screen.  To pick a different student, click the Select Student drop down and choose the name of the student 
ȅƻǳ ǿŀƴǘ ǘƻ ǎŜƭŜŎǘΦ  hƴŎŜ ȅƻǳ ƘŀǾŜ ŘƻƴŜ ǘƘŀǘΣ ǘƘŜ ǘŀōǎ ǿƛƭƭ ǘŀƪŜ ȅƻǳ ǘƻ ǘƘŜ ƴŜǿƭȅ ǎŜƭŜŎǘŜŘ ǎǘǳŘŜƴǘΩǎ 
information. 
 
¢ƘŜ ά{ŜƭŜŎǘ {ǘǳŘŜƴǘέ 5ǊƻǇ 5ƻǿƴ 
This drop down contains the names of all the students linked to your login.  If you are missing a student, 
please contact your school or district office.  Your district may require you to submit a separate permission 
slip for each student. 
 
Panels on the Dashboard 

 
 

Student information is summarized at 
the left side of the dashboard.  The 
ǎǘǳŘŜƴǘΩǎ ǇƛŎǘǳǊŜ Ƴŀȅ ōŜ ǘƘŜǊŜΣ ŀƭƻƴƎ 
with basic information such as 
homeroom, grade, guidance counselor, 
age and birthdate, and the sǘǳŘŜƴǘΩǎ 
current location. 

Select the student 
whose information 
you wish to look at 
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THIS WEEK 

The THIS WEEK ǇŀƴŜƭ Ŏƻƴǘŀƛƴǎ ȅƻǳǊ ǎǘǳŘŜƴǘΩǎ Attendance for the week and how 
many Gradebook Assignments they have due each day.   
 

Click a number to see the Assignments for that day. 

 

If present, the Bus Routes panel lists the 
ǎǘǳŘŜƴǘΩǎ ƳƻǊƴƛƴƎ ŀƴŘ ŀŦǘŜǊƴƻƻƴ ǊƻǳǘŜǎΦ 
 

Navigate from weekday to weekday: 
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Attendance  
 
Daily Attendance 
 
5ŀƛƭȅ !ǘǘŜƴŘŀƴŎŜ ƛǎ ȅƻǳǊ ŎƘƛƭŘΩǎ ƻŦficial daily attendance. 

  
 
¢Ƙƛǎ ƛǎ ȅƻǳǊ ǎǘǳŘŜƴǘΩǎ 5ŀƛƭȅ !ǘǘŜƴŘŀƴŎŜ ǎǳƳƳŀǊȅ ŦƻǊ ǘƘŜ ǿƘƻƭŜ ǎŎƘƻƻƭ ȅŜŀǊΦ 

¶ The Attendance Calendar with each day color coded 

¶ ! ǎǳƳƳŀǊȅ ƻŦ ǘƘŜ ǎǘǳŘŜƴǘΩǎ !ǘǘŜƴŘŀƴŎŜ ŦƻǊ ǘƘŜ ȅŜŀǊ 

¶ ¢ƘŜ Ψ[ŜƎŜƴŘΩ ƻŦ !ǘǘŜƴŘŀƴŎŜ ŎƻŘŜǎ ŦƻǊ ȅƻǳǊ ǎŎƘƻƻƭ district. 
 
Attendance Color Codes 
Your district selects its own set of Attendance codes and selects the color for each one.  When you look at 
this screen you will see the Attendance codes for your school district.  Common Attendance codes include: 

- Unexcused absence 
- Excused absence 
- Unexcused tardy 
- Excused tardy 
- Left early 
- Field trip 

 

{ǘǳŘŜƴǘΩǎ ŀǘǘŜƴŘŀƴŎŜ ǎǳƳƳŀǊȅ 
for the school year. 

 


