Genesis- Student Detentions

Procedures

After logging onto Genesis, the system
will come up to the Genesis Main Menu
screen.

e Click the Discipline icon

Steps Screen Displayed
[ Gevests Main e (0] x]
l @ GENES'S SCHOOL Copyright © 1998 Heartland/ESE Data Systems, Inc.
Al vights reserved.
DATA Y SCHOOLCONFIG)  SECURITY Y SETUP Y CONFIGURATION
Demug aphics . Disciline Perm Records Taals and File
Sumet T0cessi
Sthool Y
Schecdulng emeiziy Ciade Peporing /\_ 4 Report Manager Student
g@' L Miscellanecus
il Afendance % § FIE % St Specil
s ot Progians
e
Distict FASTER
I Operations
= Ed Local Menu
Crarehaok LM
o
Exit Genesis
@ 0791 Fort Meade Jr-5¢ High / 0405 / Data Source: SI5-P / Genesist
2

DISCIPLI

NEMENU

T Securty Ofica

Data Erby/Pracessing T el
£ CeaterEdt Reew /
Szt ® Incidens
Distpline

\

CreateEdh
Incidents

Shuent
Detentons

Exfant
Distipline
Letiers

/\:.j Renorts

Soan

Quit

The Discipline Menu screen is displayed.

/ Click the Student Detentions icon
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Click Add New button

Type Student ID and press Enter

Click the drop down arrow for

Problem code and select the

appropriate 3 character code
_or_

Type the appropriate 3 character

Problem code
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Click the drop down arrow for
Duration code and select the
appropriate code

_Or_
Type the appropriate Duration
code

Click the drop down arrow for
Staff ID and select the appropriate
3 character code

_Or_
Type the appropriate 3 character
Problem code
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/o Type the appropriate Staff ID code
(see if this is the person assigning
discipline or person that reported
incident)

Click the Save button to save the
Detention record

|_—= Click the Delete button to remove

the selected record, detention
records cannot be edited, you must
delete and reenter edit
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e Click the single drop down arrow
to bring up the calendar and select
date

You must select the date using the drop
down box or the up and down arrows.

Single Student Detention Log ‘

e Type Student ID (the student
detention records will come up
after you enter the Student ID and
press Enter)

e Select Sort By criteria

e Click Print button
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e Select the criteria for your report
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