Genesis

Enrolling a New Student PK-12

Steps Screen Displayed Procedures
1 I cevesis M Meru [ | Logon to Genesis using the Logon
documentation.
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student record, thoroughly check the
system to make certain the student has
never been issued a Student ID Number.
Duplicate student numbers cause major
problems for the student and the school
district.

You can search by any one or any
combination of the following information.

Social Security Number
Birth date

Last Name

Last Name and First Name
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Toms s Once you have exhausted all inquiries and
Tev Tstatontat [ Last Moo Fesl Notm [ [sctist [Gon [51 [SocSec [BathDatn [ Sex | Asce | B - -
3 you are satisfied that your student has
never been issued a Student Id Number in
e == afl| | POlk County, continue with the New
Sy [ | R fexres] /|| | Student Enrollment process.
Socect [ E - 2 P\&i_\
Flandall) L :{‘1’ S - - - -
' Gorrom ottt | Com s S irny Qi Click New Student icon on the District
BathDals  [mnroer =] Ginde e Race p-;‘*‘-""oo"’w Search screen
™ fish Dsve/N e Combio Seaich ,ﬁ ﬂ ,ﬁ = “";:“‘
S o
. Bax I"m’::_:‘p ! I :
xl..u e l.i\u.-ra.;.-l lrn lm.a-. ”nm:iecwyun i mﬂmml HEW Student
o e e || e e .
- — | e— New Student Enrollment form is displayed.
OvemsCode [ =] l—“ z ] . .
e B0t e L R As throughout the entire Genesis system,
AL PR ,j;h "f:m < | there are 2 ways to enter data. You can type
el ::“’:“_',” _“3“_3 - | :;’”:‘HEM Al - i the correct information in each of the
B i : required fields or you can use the drop down
T T2 R — e i help screen to select the valid information
for that field.
T N | Steo L: Basic Information, Residence and
4 ‘ Mailing Address (Required)
Sl | G2 | _ _ .
Bl Begin all proper names with capital
Lot gt Fit M Sy St D letters, use appropriate upper/lower
H [ 1 | case.
P e Example: Samson 111, Wayne John
Num[ﬂlm: *WD St O ADtEI Top Section-Basic Information:
CiyCote Ty Side oy e The cursor begins in the Last Name field.
[ ] | e Type Last Name, Press Tab
7P P ) .
BRI 1] e Type Appendage when applicable, or
Click the down arrow and select the
rBaatc nfomabon i
i i appropriate code, Press Tab
St i || Amden/MskanNaie g DOB Aee (Chpendlulomy) Se Loty Vel Tie .
[t [t T [ | a4 3| ° Type First Name, Press Tab
[ Mo | NateHaseian P et e Tvpe Middle Name or Initial. Press Tab
Hﬂmephﬂﬂﬁ Eenle! D!ade PKAgn EanEude EmolDse  Resdency NewSchool Mest Grace yp !
i A A e Type Student Social Security Number, if
PHLDlsmctEte Wntw ﬁHunﬂe [mmizaion \/accCEIt xpwes Heath Staes  Lang. Spoken Palent[s] il available, Press Tab
Note: Only enter a social security number if
lnmigaloain you see the SS card and can verify the number.
F Tt Datz enteediriobre L5 The omtes f v i i it
S de Ol [ e Student ID (Auto): Leave blank, the
system will automatically generate
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! T | Middle Section-Residence Address and
5 | plalnd Mailing Address:
Ste ‘ ’ Ste 2 | The cursor should be on the Number field of
p / the Residence Address.
, rlat i e Type the Number for the Residence
| Street Address, Press Tab
e g oo R e Type the Street Address, Press Tab
‘ j e Type Apt. Number if applicable, Press
Tab
e Type City Code or Click down arrow and
select the appropriate City Code. (When
the City Code is entered, the City field
will populate.) Press Tab
e Type City Name, if the City Code is not
entered. City Code field will populate if
the city is in Polk County, Press Tab
e State: Defaultsto FL, Press Tab
o Type Zip, Press Tab
e Override Code: If the system does not
recognize the Residence Address, Click
the down arrow on right and Select
appropriate Override code
Override Codes:
O = Out of County
X = Invalid Address
‘ e Press Tab
e (ol Gt PKAgn bl Eflse Rty TS D
‘ ‘ \ | If the Mailing Address is the same as the
I5 rUnSledMﬂﬂ :’7/29/2009 jﬂ‘ L‘ ! \\Residence Address:
P e Py Cer Rocse et Vet A Lo Sk P g . Click on | button
R // J oy Mailing Address fields will be
ﬂ ﬂ ﬂ JJ J H ‘ J J populated with the same information as
the Residence Address.
If the Mailing Address is not the same as the
(e Residence Address enter the appropriate
el Ttuottodin Mailing Address information.
N et 1
l e (o 0 il Mailing Address will not have a City Code.
Mg
Mailing Address also has a field for the
additional four-digit zip code extension if
known.
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Bottom Section-Additional Basic

Information:

Move cursor to the Sex field

v
v

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

Click the Yes or No checkbox for
Hispanic or Latino (not optional)

Click the appropriate Race checkbox(s).

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

Type the Birth Place, City and/or County
is acceptable, Press Tab

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

The Country code defaults to US when the
State code is enter.

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

Type Home Phone # (check box if
Unlisted)

Center defaults to your four-digit School
Number, Press Tab

Type the Grade in which the student is
being enrolled, or Click the down arrow,
and Select the appropriate Grade

PK Agn field is skipped, unless the student
is a PK Student. If PK, Click the down
arrow and Select the appropriate PK Agn,
Press Tab

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

Enroll Date defaults to Current Date.
If Date not correct, Click the down
arrow and Select the correct Enroll
Date, Press Tab

The Residency code defaults to a “3” for

any student enrolled in grades Pk-12.
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Bottom Section-Additional Basic
o | Information section: (Cont)
7 not required except at a

NewStudenlEnrullmenl e Next School:

e Prior State:

Hmefhe
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certain time of the year, Press Tab
Next Grade: not required except at
certain time of the year, Press Tab

e Prior District: If the student comes from
‘ SEcunlyNu SIudenl\D[Aulu] a District wi_thin t_he S_tate of Florida,

‘ Type the Prior District Number where
the student was enrolled, or Click the
down arrow and Select the Prior District
Name. The State and Country field will
be filled in from the Prior District field

o If the student comes from Outside the
State of Florida, Leave the Prior County
field blank, Press Tab

If student is coming from
Outside the State of Florida, but Within
the United States, Type the Prior State
Name Abbrev, or Click the down arrow
and Select the Prior State Name. The
Prior Country field will be filled in from
the Prior State field, Press Tab

e Prior Country: If student is coming from
Outside the United States, Type the Prior
Country Name Abbrev, or Click the
down arrow and Select the Prior
Country Name, Press Tab

o Calendar: Defaults to the calendar for
your center, if you have more than one
calendar for you center, Type the
j’Z/QS/ZUUS jﬂ‘ ﬂ‘ J Calendar code, or Click the down arrow

and Select the appropriate Calendar code,
\mm rein VaeCetEes it Log e Py Press Tab

' Y e Hurricane: Type the Hurricane code, or

- Click the down arrow and Select the
appropriate Hurricane code, Press Tab

e Immunization: Type the Immunization
code, or Click the down arrow and Select
appropriate Immunization code, Press

e e Vacc. Cert Expires: Type the date from
i (i ( o the State “Blue’ card.

L e Health Status: Type the Health Status
code, or Click the down arrow and
Select appropriate Health Status,
Press Tab
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Steps Screen Displayed Procedures
Hirth Flace . :
[City and/or County]  State Country YWerf. Tupe M (ReqUIred)
| | =] =] -] e Lang Spoken: Defaults to EN. Click the
8 down arrow and Select a language if
| Date Fesidency Mest School  Mest Grade other than English Press Tab
02003 - i hd .
: = =l —IH | e Parent(s) Lang: Defaults to EN. Click
wpirez  Health Statuz Lang. Spoken  Parent(z] Lang. the down arrow , and Select a |anguage if
D | = N =l other than English, Press Tab
The rnumber of years outside this distict When data is entered in all the required fields:
@0ne OTwo O Iﬂ*;rrze or L Click Next button at bottom of screen
If any information is not valid or required
information is missing, a prompt will display
<< Back | Mest 55 | Cancel | with messages to assist in correcting the data
Missing data | Reminder: Begin all Proper Names with a
-~ capital letter.
@ Inwalid addresses musk contain override code
Step 2 PK-12:
Father, Mother Information
(must be from birth certificate)
Example: One of the possible messages that may
display after using the Next button.
. .
Sep2  — e Step 2 is displayed
Laut Hame lr.= : ”q_n_s | ) )
9 Pt o e Birth Mother’s Information:

Lait Naeom Apgendsge Fst Maide

] [ =

<4 Back

E rirall l | Eam\ °
e

e Last: Cursor should be blinking in Last
box, Type the Mother’s Last Name, Press
Tab

o First: Type First Name, Press Tab

< Middle: Type Middle Name

Birth Father’s Information:

e Last: Click in box, Type the Father’s Last
Name , Press Tab

o Type the Appendage if applicable, or Click
the down arrow and Select appropriate
Appendage (Jr, Sr, I11), Press Tab

e First: Type First Name, Press Tab

Middle: Type Middle Name, Press Tab

Click on Enroll button
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Student enrolled A Message screen will display “Student
10 Added: with Student Number and Name”
Student added,
hudent No.: S300774401 Make a note of the Student ID
Student Name: Wayne: John Samsan Number
e Click OK
e —— _ | Student Look-Up screen is displayed.
e t
e eyl ey it e = . ' . (Please refer to Genesis — Demographic
| —— ——— | S— Add/Edit Emergency Contact Information
: _ : = | &, | | documentation)
PelsbonCode [H =] Reltorsho [ ] ContactPriony [ 2 Type [ Hunbes Ex_ [Pn] - M o
Latt [Bons Beo[ =] it s M | - =
ﬁ?‘q‘;;r "'"':"7“ Aol 8 e - | To Add Additional Information for
F o e L2 Sty l— I Subscabe a
= — T e o | Student:
iﬁ:"T:::FAKO\CIic;‘k Student Lookup button.
| Gl
| student Lookup
¥ student LuUp T |
StudentD o Type the Student’s ID Number and
11 hit enter.

Mew Shudent

School Search

=

Diiztrict Search

Basic Demographics screen is displayed.
Data can be added or viewed by clicking on
the appropriate

L=
Quit
e |cons
i} Student: 5300774451 Wayne Samson / Status: & Grade: 09 - M= E3 Or
e RS maC@A@MSWA SO o Buttons
M ExT FAM EW HS MED|ESE FED DBP LUN LEP MISC VYOC TRN NYR ADL or
Sasic Demogiaghica Schadule
T o - e Pages.
[ i [ B Grotdos
o = T e Discipling
Addein 5&03::::6'5 EMERGENCY NM&NGM Note:
s ———— L e R Refer to the documentation located on the
o [ [ e B Wi )
e e | Polk County School Web Site for
| L === | instructions on other processes or data
I T &, entry areas.
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