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Genesis 
Medication Disposal 

Steps Screen Displayed Procedures 
 
1 

 

 

 
After logging onto Genesis using the 
logon procedures, the Student Special 
Programs Menu screen is displayed. 
 

• Click the Medication Disposal 
button 
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IMPORTANT:  Use the Help button as a 
quick reference for any questions you may 
have regarding the disposal of a 
medication. 
 

• Click the Help button 
• Click the OK button 
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To Dispose a Medication: 
 

• Select the Student’s Name and 
Medication from the  pull down 
arrow  

 
NOTE:  The Student Name, Student ID, 
Medication, and Doses Remaining will 
automatically appear once you have 
chosen the correct Student Name and 
Medication from the pull down arrow. 
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To Select the Destroyed Method: 
 

• Click the radio button in front of 
the Destroyed option 

 
NOTE:  You will only select this option 
if at the end of the school year the parents 
DO NOT pick up the medication 
 
IMPORTANT PLEASE READ:  If you 
mark a medication for destruction, you 
must have a witness. 
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To Enter a Witnesses Network Logon 
and Password: 
 
(The Witness MUST be the one to input 
this information) 
 

• Type your User Name in the space 
provided (first name. last name) 

 
• Type your Password in the space 

provided (same password used for 
Outlook) 

 
• Click the Witness button 

 
NOTE:  The word Validated will appear 
 

 
 
To Finalize the Disposal process: 
 

• Click the Dispose button 
 
NOTE: A Confirm Action box will 
appear (this is to make sure you want to 
“zero out” the medication) 
 

• Click the Yes button 
• Click the OK button 
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To View a Report that Shows ALL 
Medications that Were Destroyed: 
 

• Click the Destroyed button 
 
The Medications Destroyed at End-Of-
Year report will appear on  your screen 
 
IMPORTANT:  Your report may have 
more than one page to view  
 

 
 

• Use the arrows to view additional 
pages 

 
To Print the Document:   
 

• Click the Print icon 
 

 
 
• Click the OK button 
• Click the “X” button 

 
 
 



Created by Polk County Schools  Help Desk, Ph: 519-8042 ext 51586 5 
5/16/2007 

Genesis 
Medication Disposal 

Steps Screen Displayed Procedures 
 
7 
 

 

 
 

 
To Select Picked-up By Parent: 
 

• Select the Students Name and 
Medication from the  pull down 
arrow that you wish to dispose 

 
To Select the Picked-up by Parent 
Method: 
 

• Click the radio button in front of 
the Picked-up by Parent option 

 
NOTE:  You will only select this option 
if the parents pick up ALL the remaining 
medication. 
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To Print the Picked-up by Parent 
letter: 
 

• Click the Parent Pickup button 
(this gives you the option to print a 
letter for the Parent to sign) 

 
The Student Medication Returned to 
Parent/Guardian letter will appear on  
your screen 
 
To Print the Document:   
 

• Click the Print icon 
 

 
 
• Click the OK button 
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To Finalize the Picked-up by Parent 
process: 
 

• Click the Dispose button 
 

NOTE: A Confirm Action box will 
appear (this is to make sure you want to 
“zero out” the medication) 
 

• Click the Yes button 
• Click the OK button 
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To Exit the End-Of-Year Medication 
Disposal Screen: 
 

• Click the Quit button 
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