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Genesis Student Information System Parent Web Access Manual

Introduction

The Genesis Parent/Student Portal tool is a safe, secure way to view your child’s school record and
will give you access to the following information where applicable:

- 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 class attendance records.
- Teacher Gradebook assighments 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. PARCC)
- Your child or children’s discipline records
- Letters sent to you regarding your child:
o General Purpose letters
o Attendance Letters
o Discipline Letters
o Scheduling Letters
o Fines/Fees Letters
- Documents that have been uploaded for your students.
Online questionnaires or forms.

The purpose of this manual is to guide you through managing contact information for your child
or children.
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Logging In & Logging Out

MySchool. MyDistrict.com WebAccessHelp@myschool.com 999-999-9999

Genesis Township Schools

Parent Access

User Name:

Password:

Forgot My Password

Logging In

Log into Genesis Parent Access by doing the following:
1. Gotothe Web Access URL :
https://parent.woodbridge.k12.nj.us/woodbridge/parents
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.

If you forget your password, you must contact your schools main office.

If you have never used the Genesis Parent Access portal, please contact your schools main office
to be granted access.
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Logging Out

It is important to log out of Genesis Web Access properly: |t 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:

4% STUDENT DATA

Summary ‘ Assessments  Attendance  Grading Discipline  Gradebook  Scheduling Documents Forms  Conferences  Letters

>ummary RS 10 logout, click the Log

Out button in the upper
right corner of the screen.

Genesis Parents Module 2.0

Caitlin Daily GRADE:

GEMESIS HIGH SCHOOL | STUDENTID: 504485 | STATE ID: 7325217730

Hmﬂ > m T ! . ! o

US HISTORY 2 FY  MTWRF D233 BarryJackL
*CALCULUS AP FY MTWRF 107 Antonelli, John
3A WOODSTECH1 FY  MTWRF 172 Bailey. Gene
45 *ENGLISH 4 AP B MTWRF | D273 Autry, A
Homeraom: 6  LUNCH S2  MTWRF CARA  Bagwell Jeff
D233 Barry, Jack L S szl =
Counselor: 78 *PHYSICS HON FY MTWRF  C164  Barrett Bob
Allen, Myron &2 9 *PHYSICS HON FY T C164 Barrett, Bob
Age: 19 PE 4/5C MWRF  GYM-A  Rose Danielle
Lunch PIN #: 4131
THIS WEEK m.mﬂﬂ BUS  WEEK/DAY <) FRIDAY
- BN  [route| TIME [BUS# PICK UP / DROP OFF

mg 00 00 m A10  06:50AM B210  stops at Easy St. & Herbertsville Rd.

Ed 2o oz3oem  ghs

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

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

Why log out? Why not just close or “nuke” the browser?
Closing the browser without logging out leaves your session open on the Genesis servers. This
creates a security opening 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.
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Contact Management

The Contacts screen allows you to view and update the contact information for your student(s)
A k& PDF icon may appear next to the name of each of your children to allow you to print out their
current contact information.

© o

Genesis Parents Module 2.0

Contacts for Caitlin Daily lg

Caltlin Dally Stugen:

Each section

. MESSAGE PHONE FLAG
icon to get a different
printable list el Pron =l s B B @ B ] = contact.
of all of this call Phone: 328 Jx @] Fl =] a @] =] =
student’s et & v
contacts. Add Phone/Emil
Dolores Smith Guzrsizn | Methar
N R
MESSAGE PHONE FLAG
o = ] | B &l =
- You may see
= =l sl ] &l Joma] | (W phone
& B B = . numbers
5 o = and / or
a B L] Email
3 5] L addresses

John Doe Emergency |

ATTENDANCE m TEXT MESSAGE | PRIMARY PHONE | DISTRICT CONTACT FLAG .
x =] =] =] a =] [+] L
e sl

ol.com L]

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

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

O O O O

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

Viewing and Printing Contact Information for all Students linked to your Account

To print a copy of all of the contact information found on the Contacts screen for one student,

locate the u PDF icon next to the student’s name and click if.__

Contacts for Caitlin Dailﬂ H

7.20.2016 Page 5 of 12




Genesis Student Information System Parent Web Access Manual

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

Contacts for Daily, Cai
As of 06202013

|Cm1h|:t Mamg |Tjrpe Relatlonehip Phong |Emsl |

Caitfin Daily Student Student 731-555-2807 (Cell)" 2wdallyhoma.com (Home)
856-000-1028 | Cell)

Addresses Legal Reslgence
ME. Mar Dl

4 MET S LA, ADL 2o
Toms R .rEer. DETSS

|Cn|11:r.‘t Mama |Tjrpa |Rahl10ml1lp Phong |Emsl |
Dolores Smith Guardian 1 Mother T32-555-9678 [Cell)* gdaru@geneslsmu cam {Home)
732-503-0667 (Cell) mwdgaol.com (Home|

608-777-0001 xuﬁ?l'i\[nrk] FUSEEK@‘J'T'JH cam {Home)

Addresses Home Address ADGRS Home Address ADGR S
Ms. Mary Dally Ms. Mary Dally
4 MET S LA, Apt 2o 4 METLARS LA, Apt. 2c
Toms River,NJ DETSS I:ﬂ's River,NJ DE7SEMalling Address ADG R
5

Drodiores Smith
PO Box 145
Alverdale, NJ 07457

Contact Mama |Tjrpa Relationship Phong |Emsl

John Doe Emergency 1 215-333-2223 (Home}* 1est1233@acl.com (Work)

|Cm1h|:t Mamg |Tjrpe Relatlonehip Phong |Emsl |
Ms. Gloria Anderson Other Cuousin

Addresses Home AdOress
MI5. h'a.':f}«."lﬂE’S-ﬂl'l
4 MADISON AVE, Apl. 2o
Toms River,NJ DBETSS

Contact Mama |Tjrp<a Ralationsnip Phong Email
Owerook Hospital Other Hospital 2999-073-5432 (Home)*
Page 1072

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

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

This report can be printed out, corrected and brought to your child’s school main office.
Printing Contact Reports

All Genesis reports are displayed as PDFs using Adobe Reader. To print on a printer, use the Adobe
Printer icon to bring up a normal print dialog.
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Add Phone/Email [ Home Emsit [+] | |m -

Calvin Terebinth Dentst

-_ ATTENDANCE m- TEXTMESSAGE PRIMARY PHONE DISTRICT CONTACT FLAG .

Home Phone: | [FT7888-9181 |x[ |

Add Phone/Email [Home Email ]| |m

Contacts for Christina Daily

Christina Dally Stusent

You may not be
allowed to change
any information

! 5083052625, Provider: VERIZON

7325380666  Provider. VERIZON

732-735-5346, Provider: VERIZGN

Scroll down for more
students

ynech@narthbergen k12.nj.us

]

|| rwd@scl.com &

Save All Changes

Scroll down to view additional students and contact information

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 swdent

PHONE

TE\S—EEE 5897 x

Cell Phone:

556-955-1925 |x _
= :I L
Cel prans: Select Provider u D D D D D
Email {Home): |E‘.v:|ai|y@h:}m £.00Mm | D o

Add Phone/Email | Home Email [+ | |m

Dolores Smith Gusrgizni Meother

ATTENDANCE | EMERGENCY | PTD TEXT PRIMARY DISI'RII'_'I' CONTAI'_'I'
MESSAGE PHONE

TE\B—EEE 9876 x

Cell Phane: i i
T —
=
i o SR & I —
CT—
Email {Home): }gdsna@gsnssisedu.cnm |n I:‘ o
Email {Home): |r.\'d@anl.cam |n I:‘ v
Emasil {Home]: Ijrusss-:@gmsil.cam |n D o

4dd Phone/Email | Home Email [+ | |m

The top line shows the Contact’s name and “contact type” and relationship to the student:
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Dolores Smlth Guzrgizni

Mother

Parent Web Access Manual

e | e
Cell Prone: | [ 222 | = (] B ] =] ®
Cell Phone: T‘IT;:'IE’B'“{'T = = [ [ B [=] ®
Cell Phone: E;:Ii;?'?'-nﬂm AE’T'Z| D D I:l I:l El L
Emzil [Home):  [goisno@genssizedu com [ L
Email (Home):  frwo@acl.com 1 L]
Email (Home):  fjrussak@gmail.com [ 1]
Add Phone/Email Home Emsil [+ |
There are multiple contact types that are possible:
- Student
- Guardian1
- Guardian 2
- Guardian 3
- Guardian 4
- Emergency
- Other

Phone Numbers: A Contact may have an unlimited number of phone numbers listed for them

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

Email {Home): | pwd@acl.com - D

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

You may not see any special flags:

Ed Daily Swden:
Cell Phone: [F13-EEEQROE | Werzon El i
CellPhone: |BFA-Z50-132F  |x Select Provider El i |
Ff:_i  ewdaityi@home. com i ]
Add H Ernzil El
Phone/Emai ome =
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Updating Information for a Contact
Each section contains information for a single 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).

You will be able to update the Contact information directly on the screen.

Updating a Contact’s Email and Phone Numbers

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

WARNING: You can only do these things if the school district gives you permission. This section

assumes that you have such permission — if you cannot do the things described here, it is because
the district has not given you permission to do them: it is not because the system is broken.
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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 Home 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!  Cptions

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

Home Phone: | (215

Email (Weork):  test1233@acl.com o

Add Phene/Email Heome Email El

The drop down contains the list of things that you can add to the Contact:

Add PhonefEmail Home Email El

Cell Phone You may only add the things in this list. If something is
Work Email missing, you do not have permission to add it (e.g. if “Email”
Work Phone 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
To set or change a cell number, locate the “Provider” drop down below the phone number itself:

[32-5ea-1212

Cell Phone:
ATET Wireless ||

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

Adding a New Contact

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

To add a Contact, click on the button. This brings up the “New Contact”
area right below the button:
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ADD CONTACT TO CAITLIN:

First Nan"E:IZl La=st Narr'E:l |

Relaticn=hip to Student: | EI

Iz Emergency Contact?: | Not an emergency contact EI

Enter the following fields:

- Contact First Name — The person’s last name

- Contact Last Name — The person’s first name

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

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

You can enter up to six emergency contacts
for each of your students. Emergency
, Emergency 1 contacts are people you wish to be called in

|I= Emergency Contact?: | Not an emergency contact

Mot an emergency contact

Yes, Emergency 2 the event of an emergency. Enter in the
‘fes, Emergency 3 i . .

‘¥es, Emergency 4 order in which you would like these people
Yes, Emergency 5 to be contacted.

‘fes, Emergency 8

Once you have entered all the information, click the 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.

Changing Relationship Information for an Existing Contact

If you have permission to update information for a contact, there will be an Cptizns button in the
top line of the contact’s information. To update the name information for a contact use this
Options button:

Ann Smith Aunt Aun

TYPE ATTENDANCE | EMERGENCY | PTO TEXT PRIMARY DISTRICT CONTACT
MESSAGE PHONE FLAG
L B B B = I —
Twwese ]
Add Phone/Email | Home Emsil [+]] |m

When you click @rtiens |, 3 popup appears:

Ann Smith 2unt Aunt Oprion
TYPE ATTENDANCE | EMERGENCY | PTO TEXT PRIMARY DISTRICT CONTACT
MESSAGE PHONE FLAG
B B © L | I
Add Phone/Email | Home Email [ | |m

Close
Change Contact

Delete Contact

508-587-8543 |x

Cell Phone:
- T-Mobile =
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L Ciose |

Change Contact

The [PEEECONET [ hpup gives you three options:

o [EEJ._ Clicking the Close button dismisses the popup and makes no changes.

e Change Contact - Clicking ©hange Contact |ets you change the name and relationship
information for this Contact. (Phone numbers and Email Addresses are changed as
described above.)

e Delete Contact - NOT PERMITTED Please contact your schools main office to delete contact.

Changing a Contact: When you click ©hange Centact the following popup appears:

EMERGENCY | PTO TEXT PRIMARY DISTRICT CONTACT
MESSAGE PHONE FLAG
O O [ [»] ®

Ann Smith 2unt Aunt Optiong

First: m
Last:|[Smith
Relation: | Aunt |Z|

T-Mebil Emergency?| Not an emergency contact E

TYPE

208-287
Cell Fhone:

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.
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