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After logging onto Genesis,
the Genesis School Menu is
displayed.

The student to be enrolled
must not currently be
enrolled in another school in
the district.

If the student does not have a
Withdrawal Form at the
time of enrollment:

e A District Search
should be done to
verify the student has
been withdrawn from
the previous school.
(see documentation)

e If the student has not
been withdrawn the
school will need to be
notified and asked to
complete the
withdrawal so the
student can be
enrolled at the correct
school.

e Click the
Demographics icon

2 m Student Look-Up

Student-1D

Soc-Sec#

School Search  Hew tu-:lent

Flarida-1D

=

District Search

=
Quit

The Student Look-Up
screen is displayed.

To enroll an existing Polk
County student not
currently enrolled in
another district school:

~N~e

Click the District
Search icon
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Genesis District Search
Enroll Existing Polk Student

Steps Screen Displayed Procedures
3 Distict Search .| | The cursor is in the Student ID
field.
Double Click to 5t Shudent
|SY |Studenl-\D |LastName |FirstName |Midd|eName|Sch\-ﬁ |Grade |Sl |SucSec |EirthDate |Sex |Hace|He
If a student’s ID humber is
d available:
e Typein ID number
{ M .
e Clickon Curr Year
ﬂl This streen iz used to search the Distict Datwws for cument and pravious years. Double click on studentto select ﬂ icon
- Last Hame Fis e M If a student’s ID number is
Sk | ” A/I/ not known:
So-Sec | . .
e e Click on Last Name field
FlorgadD I ‘\‘ s [@:
_ e Type the Student’s Last
C'ea Alveas  MewStent  CearSoections StdentSurmay Qi Name
fidae [WO0HYY Pl e o R Chaielry e Press Tab
l j I j l j Clnacive (tly
[ Bith Do/ eme Combo Seaich ® e Type the Student’s First
Name
e Click on Curr Year icon
District Search B ] )
4 If the Status is A, the student is
Diouble Click to Select Student active and must be withdrawn
5 [ohenn [Laobone  [FioNome [Nl Sctit (ot (9 (S Ser [RithDte | 3en [ Race P before re-enrolling.
b {0405 Fo|H |4
If the Status is W, the student
is withdrawn and ready to be
KN 4 re-enrolled.
ﬂl This screen iz used o search the Dishict Diatabase to locate student reconds for curent and previous vears. Double click on student to select. ﬂl
e Double click on the
Ladt Mame First Nane NetPage | Fetal | .
StudentlD I labad I row with the
Student’s Name and
Swet | other information
Fos) [~ g I
Yews  MewStdent ClarSelections SnudertSummay  Quit
BitDde oDy Bl Brace S Race e O
m l_ll l_ll @\nactiveﬂn\y
[ Bith Date/Mame Conbo Search Cgath
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Steps Screen Displayed Procedures
5 MStudent: 530054947 Willy Tisko X The student’s ID number and
P | name are dlsplayed on the blue
line at the top of the screen.
Re-Enroll Student ||| Roll Forward Student Tables / Re-Enol " Typeths Baraliment Code
OR
Last Withheial Inormation This roam il el bl s ot curet Click on drop down and
Sel d
schoolyear, This may ke amament elect code
Code: WO Da: /372008 | The selected Enroliment Code
ot O3 G 1 LastSchool Yzar (405 Creating School Vear (475 will determine the entries into
oL . the Prior District, Prior State,
MastRecent Py Exceptonally Processing Information and Prior Country fields.
Mo Becent P D St has record i cunert school yeat, Creafion of e Enroll School: Defaults to
ne el o necessay. your School Number
. o Grade Level: Type the
EmolSehaat |17 . current Grade Level for the
. student being re-enrolled
a0 v e Enroll Code
b ot g lI;}esuiem:e Address Il Cod
Ouge - el Talg e Calendar-#: Defaults to
EnolCode 'I I lMafion I E:urlren(t:i School Year
. ; alendar
a4 ﬁ, CiyNae Cly o e Enroll Date: Defaults to
For Meads Fil Current Date. Type in
ErmllDate (MDY correct date if different
. than today’s date, or Click
Hurcane e 'I y—— on drop down and Select a
aling Adaress date
e A Ol ame e Hurricane Code - If the
it~ [ . P student is changing schools
|905Mar|on i |F0|t Meae due to a hurricane
S L | e Prior District, Prior State,
S T or Prior Country fields
b o il e St e
P Freq Patepation I Tiande 0~ Tinde oc e Next Center #: Type
appropriate center number
Pra Patciabon Pt Kl I = for next year’s enroliment
ZoneSchool - Receiving School o T o Next Grade Lvl: Type
Nest Centerd: ‘I ’ &ﬁ% appropriate grade level for
o —-, next year
S If the student’s addresses
changed, then you would need
..... to go to the EXT folder on the
ﬂ [@; student’s demographics and
change their residences
: - address. Also, goto DEM to
ekl Hit Quit =
A L = change the mailing address.

Click on Re-Enroll button
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Steps Screen Displayed Procedures
6 Student re-enrolled x| An information window will
display the message:
- [1]
1 Skudent has been re-enrolled Student Has Been Re-
o Enrolled”
. * ClickOK
7 The Basic Demographics is
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displayed with the student’s ID
number and name appearing
on the blue line at the top of the
screen.

The following information
must be updated for any re-
enrolled student whose
addresses have changed

e Mailing Address:

Update the Mailing
Address on the Basic
Demaographics Core page.

N Residence Address:

Update the Residence
Address on the Extended
Demographics Residence
Address page.

Refer to the Student
Addresses and Family
Information documentation for
updating addresses instructions.

Once the student’s residence
and mailing addresses are
updated the student can be
scheduled. Refer to the
appropriate Elementary or
Secondary Scheduling
documentation.
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