Genesis

Extracurricular Assignment

Steps

Screen Displayed

Procedures

[A] cenesis scrHooL

Copight @ 1538 Hoanland/ESE Data Sratems, Ine.
AR sights reserved

DATA

Y SCHOOL GONFIG | SEGURITY T

T CONFIGURATION

Dieemagraphics
= Gehed
@ Schoduling

sl Anandonce
e

e
‘j$ Survnm

Tools and Fila

Pr

Logon to Genesis using the Logon
Documentation.

From the Genesis School screen:

T Click the Student Miscellaneous
icon

The Student/ Special Menu will be
displayed.
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There are two options available to assign
Extracurricular Assignments to your
students. You can choose:

P

The Extracurricular icon where
you can assign Extracurricular
Groups and Group/Codes (sub-
groups) combination(s) to a single
student. Refer to Steps 3-8

Or

=

Testing Diug Testing
w / Edit == GSelectes
ds == Fepot
E =tracurric:uilar /
—

tracurricular
A Fast Enkry

o The Extracurricular /Fast Entry
icon where you can assign
multiple students to a specific
Extracurricular Group and
Group / Code (sub-group)
combination(s). Refer to Steps 9-
13

[Group [ Code [ Group Desoription

4% Student Extracurricular Assignments M= E
o Schl'ear Schl Hurn
Enter Student#: | Eﬁ 0708 0004
Search Mew Shudert
Last Name First Name Grade Stalus
Extracurricular Assignments Directions
[Eem ]| Step1-Typein a Student# and press the

[Enter key

SEARCH - Click 'Wame Search'ta search for
Student by Last/First Name.

ToADD & NEW Assignment
- Click ‘ckd New
~Select an Assignment Gioup
~Select an Assignmen! Code
Cliek Update' o SEVE
~Clik Cancel to CANCEL Add

Add New Assignment

To DELETE an Assignment:

. -Select an Assignment from the Grid
B3 [~ -Click Delste’
L — - Confirm Delste by Clicking DK
- Cancel Delste by Clicking CANCEL
4
e T X I
Add New Update: Delete: Lancel Quit

To Enter Extracurricular Assignments
for a Single Student:

e Select the Extracurricular icon

The Student Extracurricular
Assignments screen will be displayed.
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4 - — You can type a student’s Polk-1d number
e s | 7 O in the “Enter Student-#” field or Click
the Search icon to search by a student’s
Extracurricular Assignments Directions name
[Group_[Code [ Group Description [ Code Deseription i‘f:][:% ina Student-# and press the TO ACCESS a Student bv Id Numbel’:
T~ Type the last 6 digits of Student’s
POTTN— g Gt ID number, Press Enter
Group ,—_[ s[:: signment from the Grid
Code I E::?:\‘S ;:L[:l?; 5::»2:; CDAKN CEL
< Ex: 5300005517
7S = ’
y 2 X = Qi The student’s name, grade level and status
will appear
5 To Access a Student using the Name

ﬁ‘ School Name Seatch

Last Narme First Name Miclclle Mame 8?‘“”_3 DE|P|
astid B hactive Only

I(T ) Seach | OBath

[rade Sex Race Primarp ESE ELL HR Tehr Schaal

Clear Selections

Double Click to Select Student

StudentID | Last Name

MIiddle Name | Status | Grade | Birth Date | Sex | Ra

[Testid)Gregoral oan
300005563 | [TestidHemandez | Camilo Blonso A 10| 3291892 | M
5300006889 | (TestidHoule Christopher Michael A 10 | 2101592 M
5300000203 | (TestidPalk Calin Pick 4 09 | 77281993 | M
5300005225 | (TestidRodiguez | Cartney Loraine A 11| %2719 F
5300004484 | (Testidfsmekz Ciigtina G 4 09 | 10/6A933 | F

Search function:

T Click the Search icon

The School Name Search screen is
displayed.

e Type the Student’s Last Name in
the Last Name field, Tab to First
Name field , Enter the First letter
of the Student’s First Name
Ex: Smith C

Click the Search icon

Search

To Select a Student:

e Double-Click on the line that
displays the Student’s information
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6 LTS To Assign an Extracurricular Group:
Enter Studert # [F300000203 ﬂeém [ue foose
e o Click the Add New icon
Extri icular Assignments Directions //.
[Group | Code | Group Description [ Code Deseription = [SE‘::UE"]Ll;‘“'"‘*ﬁ‘“de”"“a”dwgf
SR Click the pull down at the end of
/ the Group field
Gm“:nild New Assi t _I
/&d(lr —I Cancel Delete :y Clicking CEL . C I - - -
: ick the Group/Description to
@ % - prEsETip
asvon  Uphd  pose o aui Select
/
Add New Assignment
Group || -~
Code Code | D escription I
—_— Club= -
] Organizations
% ] School Usze
date S Sports
7 To Assign a Code:
Add New Assignment
Group [C | || e Click the pull down at the end of
the Code field
Code || -

Code

Dezcriphion

e Click the appropriate Code

% 23 At Club /Description to Select
e i 13 Chesz Team
114 DECA
24 Drama Club

- / Click the Update icon to Save

04
05

E-Team
FELA
FC&

Add New Assig/m@t

Group IE

code}ﬁ/

25

To Add another Extracurricular
Assignment to this student:

-] .

Click the Add New icon

£dd New

N %

Update Delete

Cancel

e Repeat Steps 6 & 7

Created by Polk County Schools

Updated 12/12/2007

Help Desk: 519-8042 or 51586




Genesis

Extracurricular Assignment

Steps Screen Displayed Procedures
8 — The Extracurricular Assignments that
e Suderst [z . 2 forter it you have e_ntered will be displayed in the
e "\’S‘\‘< center portion of the screen.
[Testiparc— fcawn s [
Extracurricular Assignments To Add Extracurricular Assignments to
13 (O N - H .| another Student:
" Click the New Student
Add New Assignment To DELETE an Assignment b Repeat Steps 3-7
Group l—_l 7 ek o Assigrmet o the G
- aaciencomece. | | 70 Delete an Assignment for a Student:
A o
- —— - e Click the gray box in front of the
Group Assignment letter and
o P —' Press the Delete icon at the
el bottom of the screen
Are You Sure You \Want ko Delete this Record? . . )
A confirmation message will be
s M | displayed.
™ e Click “Yes” to confirm this action.
- Or -
e Click “No” to return to the
. Assignment screen without saving
[HEREEEIY your changes.
Fecord Has Been Deleted!
If you select “Yes”, the message “Record
Has Been Deleted!” will display.
e Click “OK” to continue
9 I35 0700 / 0009 Help Desk Test High School / Data Source: SISO00PDO / MOL TO Assiqn a Group of Students to an

Menus  Optlors Tooks  QuickForms  Favorkes  Window  Help.
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Extracurricular Group/Code:

From the Genesis School screen:

™ Click the Student Miscellaneous

icon
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10 H ;' 0009 Help Desk Test High School / 0708 / Data Source: DOPDB / Genesis10
| STUDENT / SPECIAL MENU || —e Click the Extracurricular/ Fast
Entry icon
Estracumcular
{ Fast Entry
11 = Guiclk Entry ~ Student Extra Curriculor Assignments To Assign Multiple Students to a
[005 | [Fieln Dot Testrion Sehest foos | Group:
ﬁmup = Group Description Il:njde v"l:nde D'escription -
L - L : —»  Click the pull down at the end of
& the Group field, Click the
description of the Group to select
| To Assign a Code :
\. Click the pull down at the end of
p— the Code field, Click on the
Brodens ;.id forsBpdsies 8 Guit description of the Code to select
12 To Assign students to the selected

School Murber School Hame School Wear
|DDDEI |H elp Desk Test High S chool |EI?IIIEI
Group Group D escription Code Code D escription
ID ;”Drganizations I ;”
Type StudentdD and Press Tab
Student-D Student Mame

5300000762 [Test-idiHodages, Micah

Total Updated: 0 [[:EF'

Process Clear Grid Quit

Group and Code:

e Click in the Student-ID field

e Type the last 6 digits of the
Student ID Number (6 Digits are
required)

Example: 5300000762

e Press Tab
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m. Quick Entry - Student Extra Curricular Assignments

School Mumber School Mame School rear

|nnns IHeIp Desk Test High Schoal |n7ns
Group Group Description Code Code Dezcription
I o ;l IDrganlzallUns I oz ;"Yearbuuk

Type Student-ID and Press Tab

I Student-ID Student MName

| 5=z00000762

[Test-idiHodgesz. Micah

300006461 | [Test-idHull, James
200006263 [Test-idHouls, ChnstopeT

Continue this process until you have
entered all of the Student ID numbers
for this Group.

Before you update, if you need to delete
a student’s name from the list:

E3 |

Total Updated: 0O

Process Clear Grid Quit

—s Click the gray box in front of the
Student’s —I1D number and Press
the Delete key on your keyboard.

You will receive a Delete Rows message
box.

Hoelete Rows [=<]
“» ¥ou hawve selected 1 row For deletion.
\\‘/ Choose ves to delete the row or Mo Eo exit.

[ |

i, Quick Entry - Student Extra Curricular Assignments M=l 3
School Mumber School Name Schoal Year
oons [Help Desk Test High School Jo7aa

Group  Group Description Code

Code Description

IE jID rgarizatiors

I 02 jlYearbook

Type StudentD and Prezs Tab

Student-lD Student Name:

X
% AUpdated: 0 [E-EP
Process  Clear Grd QuiF\

\

If you choose to continue the deletion
process:

e Click “Yes”

The record will be deleted.

If you wish to Cancel this process:
e Click “NO”

You will be returned to the Student Extra
Curricular Assignments screen with no
changes to the data.

/'

When the records have been updated, the
Total Records Updated will be displayed
beneath the Progress Bar.

To Enter Students to Another Group:

Click the Process icon to update
these records

|_—e Click the Clear Grid icon
e Repeat steps 11-13

To Exit the screen:

Click the Quit icon
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