Attendance Notification on the Genesis Parent Portal
When a parent logs into the Parent Portal there are two paths to creating Attendance Notes for the attendance office.  
1.  Each student who qualifies (based on setup) for Attendance Notes will have a link on their summary page labeled "Notify Attendance Office" found directly under the "THIS WEEK" attendance and assignments summary.    Clicking the link will bring you directly to the NOTIFY ATTENDANCE OFFICE tab.  
2. Parents may also choose to navigate directly to the page by clicking the ATTENDANCE tab, followed by the NOTIFY ATTENDANCE OFFICE tab.
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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:
· Select whether the student(s) will be ABSENT or TARDY.

· Select for which date the notification is for.  Parents may select either today or a future date.  Dates in the past will not be allowed.

· Optionally select the day through which this attendance transaction takes place.  If a student is going to be absent more than one day, this allows them report that.

· Select each student for which this notification pertains.  

· Enter an attendance note describing the reason for Absence/Tardy.  

· Once the form is filled in, the Parent will need to hit the "Submit to Office" button to finish.  Submitted forms will appear on the bottom of the screen so parents can keep track of any and all attendance notes they have created.
· A note is created for each student for each day they will be absent/tardy.  If a parent reports their student will be absent on Monday and Tuesday, a separate note will appear for each day.
· [bookmark: _GoBack]If a parent wishes to remove a submitted note, they may do so as long as the note has not yet been processed in Genesis.  This is accomplished by hitting the red X button to the right of the note.
Notes that have been processed by the attendance office will appear with a green check next to them.

[image: ] 






image1.png
617 NEW ST}

€« C fi
H Bookm|

Apps

0= Documentl - Microsoft Word
Wome | Inset  Pageloyout  References  Mailngs  Review  View
Arial v105 - A AT A | B = AaBbCcD .
Paste B WA TNoSpaci.. Heading1 - Change
B 7 U-aex X 2-A- B No Sp: Headng1 | Chenge |
z & U : U H U : U : : : s X
] How it works
When a parent logs into the Parent Portal there are two paths to creating Attendance Notes for the
K attendance office. Each student who qualifies (based on setup) for Attendance Notes will have a link
on their summary page labeled "Notify Attendance Office” found directly under the "THIS WEEK"
| attendance and assignments summary
B~
«
Foge: ot | Worasi3et | B | |

h=siol

#4 Find -

25 Replace

Select ~

53

o

“omd

B e

X, Notify Attendance Of

€>3CAH

pps K Bookmarks

> Document
Management
> Elementary Grading

@ https:

Summer Rollover: If you have not already, please submit a JIRA requesting an appointment for Summer Rollover. Keep in mind that you will want to be finished with
the current school year prior to rolling over; primarily anything involving Grading. Itis OK to roll over prior to being finished with Next Year Scheduling. Thank You.

x

c/N

wikigenesisedu.com/d endar

OCTAS G Google < Realtime Student Sy= @ Genesis Login (] SchoolMessenger: B LANDESK Web Desk

Spaces-  People  Browse

enesis Parent Resources  sssace couT

© semncs 8 Lof

Friday, 3/2572016 10:15AM

Dez DeVore e

s [ rusweex Twlrlwlele]

S jom

Clicking the fink will bring you directly to the NOTIFY ATTENDANCE OFFICE tab. Parents may
followed by the NOTIFY ATTENDANCE OFFICE tab.

The NOTIFY ATTENDANCE OFFICE screen allows parents to submit notes to the office.

Once on the screen, parents

Ve & @ ¢4 ®

0] Outiook Web App 1 SAMS - SourcedTeac

a @ a

also choose to navigate there directly by clicking on firs, the Attendance tab

will be be able to:

sert Endnote

et Footnote » | —

3

Malings

= B wenage sour
3 Stle APAFin

References Review

Insert

Citation - ‘&) Bibliography -

FROM THE DESK O
Director of Educational A

2017045




image2.png
617 NEW ST}

& c fi

Apps  Bookm

<

Page:10f6 | Wordsis82 | ¥ | M3 |

Documentl - Microsoft Word
Home | et Pagelsout  References  Maiings  Reiew  View
arial C105 - A A s AaBbCCDC
B 7 U-abex X CRE N TNo Spaci.. Heading1 || Change
& I Z Z I ) : -

[=YEUM

The NOTIFY ATTENDANCE OFFICE screen allows parents to submit notes to the office. Once on
the screen parents will be be able ta

B8R = = 120%

h=siol

#4 Find -
25 Replace

i Select~

53

o

“omd

B PEE

G

X, Notify Attendance Of

«

x
c fi

pps K Bookmarks

@ https:
OCTAS G Google

image2016-3.25 10:39:34.pg - v 1 [Current] -

wikigenesisedu.com/d

c/N

endar 14

Realtime Student Sys: @ Genesis Login [J] SchoolMessenger: 5] LANDESK Web Desk

Student will be:
On Date:
Up through and including (may leave blank):

Absent v
p4r2812016

Check off each student for whom this pertains
“Ed Daily
¥ Hugh Daily
Bruce Bochy
Dez DeVore
Bradley Daily
Please leave a brief reason for tardy/absence below:

Ed and Hugh will be accompanying their
mother to her office for "Take your child

to work” day

cORY| 6 @ 4

0] Outiook Web App 1 SAMS - So

edTeac

®

i Citation +

Malings

= B wenage sour
3 Stle APAFin

References Review
sert Endnote

et Footnote » | —
Insert

Bibliography -

FROM THE DESK O
Director of Educational A

2017045




image3.png
201617 NEW S|

W90
| e [N

. : 1 #AFind -

Aial z AaBbCi |, 3

Thomal | 7No Spaci.. Heading 1

Once the formis filled in, the Parent will need to hit the "Submit to Office” button to
finish. Submitted forms will appear on the bottom of the screen so parents can keep track of
any and all attendance notes they have create

A note is created for each student for each day they will be absent/tardy. Ifa parent reports

their student will be absent on Monday and Tuesday, a separate note will appear for each

to remove a submitted note, they may do so as long as the note has not
Thi omplished by hitting the red X button to the

of the note.

Notes that have been proc by the atter office will appear with a green check next to

them

“
Page: 2017 | Words

[EEES

Bl Al

300 PM
7713/2016

fal

image2016-3.25 10:42:47.png - v.1 [Current] -

£d

04728/

Submitted Notifications

r mother to her

FORPATE STUPENT _

eir mother to her

6by G X

Demo





