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After logging onto Genesis, the Genesis
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The Polk County Local Menu is how
displayed.

|_—= Click on the PreK Menu icon
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The Pre-Kindergarten Menu is now
displayed.

Create Student S “aiting List — Fee Schedule
Application 5 Update
E ===Cnm
. Fee History Fee Payment Fee Payment Batch
Update Update Update
Frint Overdug Frint Overdue
£ Report %  Letters

Letter of Fees Paid

Quit |

—  Click on the Waiting List icon.
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4 e o [ | The Pre Kindergarten Waiting List
— — o — — | | screen is now displayed.
[T School Zone will automatically be
N filled in with your Center #
e Type the age of the student in the
age field
Quit
5 i e indergaten Waiing s .0l | IMPORTANT:
fiEie Type 1 = SR (L)-School Readiness
’W F Dt i Type 2= Head Start (H)- HS
Type 3= Florida First Start-FFS
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Click on the gray box to the left of

/’

d the appropriate Student’s Name to

,<’

highlight the Student

Press the Tab key until you are in

the “To Enroll” space

e Mark with an “X” (NOTE: This
can only be done for students who
have an “X” in the In Process
column)

IMPORTANT: If there is not an “X”

Double Cick to Select Student

Frst Name

1

Not Emvoled Last Name

In Process

in the In Process column, call Pre-K at
648-3047 or Ext. 68735 or Head Start at
648-3051 or Ext. 68731 to request an
‘LX”
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Double Click in the gray box to
the left of the student you want to
enroll
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» Click on the Demographics icon
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The New Student Enrollment screen is

NewStuto Evlmet now displayed.
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e Type in the Student’s Name as it
appears on the Birth Certificate

|

IMPORTANT: If a Student does not
have a SSN# please refer to Step 11

If A Student Does Have A SSN#:

T~ Typeinthe SSN # (Be sure it is
exactly the same as on the Pre-K
screen.)

/\Type in PK in the Grade field
M
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Type in the proper Code for the
PK Agn (PK Assignment)
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NOTE: After this is complete the
student’s information will fill in and
you will only need to fill in the
remaining blank spaces.
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The New Student Enrollment screen is
now displayed.

L — Type in the Student’s Name as it
appears on the Birth Certificate
NOTE: If a Student DOES NOT have a

SSN# on the PreK System you may not
enter a SSN# on the New Student
Enrollment screen

Type the Sex, or Click the down
arrow and Select the appropriate
code, Press Tab

Type the Race, or Click the down
arrow and Select the appropriate
code, Press Tab

Type the Date of Birth
(MMDDYYYY). (The child’s age
will display next to the word Age
above the field.)

Type in PK in the Grade field

Grade
PE.
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NOTE: After this is complete the
student’s information will fill in and
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you will only need to fill in the
remaining blank spaces.
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1. This process must be followed so that the parent co-pay payments can be tracked and recorded.
2. Any Questions?? Please feel free to contact the Preschool Programs Office.

Head Start: 648-3051
Pre-K: 648-3047
Fax: 648-3050
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