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Logon to Genesis using the Logon 

Documentation 

 

The Permanent Records option on 

Genesis contains the Academic Records 

by school year for a selected student.  
 

 

 

 

 

 

 

Note: Security on the Permanent 

Records screens is provided to staff with 

either view only or update ability based on 

the security profile assigned to the user by 

the site or school administrator.  

 

 

2 

 

 

 

The Permanent Records screens contain 

a complete history of a studentôs year by 

year Academic History. The Permanent 

Records Edit  Grade History screen 

consists of 3 tabs. 

 

The Year Index tab provides an End of 

Year record for each school year a student 

has completed.  

 

The Year Detail (Academic Record) tab 

contains the course information for each 

course the student completed for the given 

year. 

 

The New Year Record tab gives you the 

ability to add addition school year records 

to create a complete picture of the 

studentôs academic career. 
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To Access the Permanent Records 

screens:  

 

From the Genesis School Main menu:  

 

 Click the Perm Records icon 

 

The Permanent Records Menu is 

displayed. 

 

 Click the Permanent Record icon 

 

 

 

The Permanent Record Edit Grade 

History  screen is displayed.  

 

                       -Or- 
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From the Basic Demographic screen:  

 

 Click the HS icon 

 

The High School screen is displayed. 

 

  Click the Permanent Record 

button on the right side of the 

screen 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The Permanent Records Edit Grade 

History  screen is displayed for the student 

you had accessed on the Demographic 

screen. 
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Features of the School Year Index 

screen: 

 

 Displays the school years a student 

has been enrolled 

 Open a specific yearôs detail 
record 

 Add to the School Year Index 

 Print a Studentôs Academic 

History report 

 Print a Studentôs Scholastic 

Record 

 

To Access a Studentôs Permanent 

Record: 
 

 Enter a Studentôs ID Number in 

the Student field and Press Enter 

        -Orï  

 Click the Name Search 
 

 Type the Studentôs Last Name 

and Click the Search icon 
 

 Double-Click the Studentôs name 

from the list to Select 
 

The School Year Index screen is 

displayed with the school year records for 

the selected student.   

 

Note: The Addition  of Course Records 

to the Year Detail (Permanent Record) 

can be made only after the School Year 

Index record is created. 

 

To Add a Year Detail record for an 

Existing Year Index record: 

 

 Double-Click the school year 

record to access the Year Detail 

screen 
 

Note: If there is no Year Index Record, 

refer to Step 13 to add a New Year Index 

Record.  
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The Year Detail screen is displayed. 
 

The following Information is needed to 

add a Year Detail Record: 
 

 Grade Level 

 Course Number 

> Title (Displays for verification) 

            > Subject Area (Displays for verification) 

 Term 

 Grade 

 District Number 

 School Number 

 Flag 

 Local Grade ( Not required) 

 
The top section of the Year Detail 

record displays the End of Year 

Information, Annual Days Absent and 

Present, and GPA information Wgt 

(Weighted), UnWgt (Unweighted) and 

Cuml ( Cumulative Weighted and 

Unweighted)  

 

The Sort By Option allows you to change 

the display of the courses in the grid. The 

default display is by Course 

Number,Term.  

 

You can choose to display the courses By 

Term, Course Number. This option can 

be helpful as a quick reference to review a 

studentôs records after additions have been 

made. 

  

 

To change the Sort By option: 

 

 Click the radio button  in front of 

the option of your choice 
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To Add a Detail Record: 
 

 Click in the first available blank 

Gr Lvl  (Grade Level) field 
 

 Enter the Grade Level of the 

student at the time the grade was 

issued  

                           -Or- 

 Click the arrow  at the end of the 

field and Select the appropriate 

grade level from the pull down.  
 

 Press Tab to the Course # field 
 

 Type the 8-digit course number 
 

 Press Tab 
 

The Course Title and Subj. data will 

populate from the Course Catalog 

 

 Type the Trm  (The Term the 

grade was issued) 
 

          -Or- 
 

 Click the arrow  at the end of the 

field and Select the appropriate 

Term from the pull down.  

 

 Press Tab 

 

 Enter the Grade the student 

received for this course 

 

          -Or- 
 

 Click the arrow  at the end of the 

field and Select the appropriate 

Grade from pull down 

 

 Press Tab to Dist (District) 

 

 

Add a Year Detail Record 
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The Dist (District) and School Name 

fields default to district 53(Polk County) 

and your sign-on school number and 

school name.  
 

Important Please Read: If a student is 

coming from a different state or 

country use the two character State or 

Country code. 
 

If the school number is unknown, 

Private, out of state, out of country or 

not recognized use the school code 

N999. 
 

If the distric t and school number are 

correct: 
 

 Press Tab to the Flg (Flag) field. 
 

If the district and school numbers are 

different:  
 

To Enter a District/State other than 

Polk County:  

 

 Click the arrow  at the end of the 

Dist field, Select the appropriate 

Code from pull down 
 

 Press Tab 
 

To Enter a School  other than your 

School :  
 

 Type the School Number (There 

is no pull down help on this 

field.), Press Tab.  
 

If School Number is not recognized, you 

will receive the following message:  
            

                      
 

 Click OK , Enter the correct 

School Number, or Enter N999 
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Flags are used to code courses in different 

ways. A maximum of four (4) flags can be 

included on each course record.  

                      

Some of the more commonly used Flag 

codes are: 
 

ü 9 - Course taken below 9
th
 grade 

ü H ï Honors 

ü X ï Exclude from GPA 

ü T -  Transfer 

ü     O ï Substitute for Life 

Management Skills 

ü N ï No credit 
 

To Enter Course Flags: 
 

 Type the Flag code(s)  
 

                  -Or- 
 

 Select the Flags button at the 

bottom of the screen to display a 

list of the available Flag codes 
 

If you selected the Flags help button: 
 

 Click OK to Exit  this screen 
 

 

Note: If you are entering more than one 

code, do not enter ñcommasò, or ñspaces 

between the codes.  

 

Example:     9HDW 
 

Once you have entered the Flag codes 

in the Flg field: 
 

 Press Tab until the cursor moves 

to the Grl Lvl  field on the next 

line 
 

Note: There is no Enter button on the 

screen. When you have entered all the 

required data on the individual Course 

Detail Record and moved to the next line, 

the record is saved. 
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IMPORTANT PLEASE READ!!  
 

It is extremely important that great 

care is given when deleting a course 

record, as the record will be completely 

removed from the studentôs Permanent 

Record.  
 

To Delete a Detail Course Record: 
 

 Click the Course Record to be 

deleted 
 

 Press the Delete key 
 

A Confirmation Message box will 

display to confirm the request.  
 

 Click ñYesò to confirm change 
 

The Detail Record will be removed form 

the Permanent Record 
 

Note: In the current year, Permanent 

Records loaded from the Grade Screen 

can only be removed by corrections on 

the Grade Screen. 

 

 

11 

 

 
 

 

Certain data on a Course Record can be 

updated by simply selecting a different 

code from the pull down in that field. 

 

But there is data that is considered Key 

data and can not be changed. The Key 

data fields are Course # and Term. If 

changes need to be made to either or both 

of these fields, you must add a new 

Course Record with the correct data 

following the procedures to Add a Detail 

Records in Steps 7. 

 

Once you have added the new record, you 

can then delete the old record following 

the procedures in Step 10. 
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To Update an Existing Course Record: 

 

 Click on the Course Record to be 

updated 

 

 Click in the data field that you 

wish to change 

 

 Enter the corrected data 

 

 Click  on the next Detail Record 

line 

 

IMPORTANT NOTE : If you do not 

move off the Course Record line that 

you are changing, the correction you 

made will not be saved. 

 

 

 

 

 

 

In our example: We changed the Eng II  

grade from a ñCò to an ñAò.  We moved 

to the Next Course line to complete the 

update process.  

 

 

 

 

 

 

 

 

 

 

 

To Exit the Year Detail screen at any 

time: 

 

 Click the Quit button 
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From the School Year Index screen:  
 

 Click the New Year Index 

Record button 
 

The New Year Record screen is 

displayed. 
 

The data required to add a New Year 

Record: 

ü School Year 

ü District 

ü School 

ü Grade 

ü Promotion Status 

ü Attendance (Optional) 
 

To Add a New Year Index Record: 
 

 Enter the last 2 digits of the 

School Year 

 Tab off the  School Year field and 

the entire year will populate 

 Enter the District  number/or 

State abbreviation or Select from 

the pull down  

 Enter the Grade Level of the 

student or Select from the pull 

down 

 Enter  the Promotion/ Retention 

status, or Select the code from the 

pull down 

 To Enter the Attendance 

information: 

1. Click in the ABS field, 

Press the delete key to 

remove the 000ôs  

Enter the days absent 

2. Click in the PRS field, 

Delete the 000ôs, Enter 

the days present.  

(Repeat the Attendance procedures above 

if you have Summer Days ABS or PRS 

to enter) 

New Year Index Record 
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 Click the Save button 
 

A Confirmation message box will 

appear. 
 

 Click ñOKò 
 

 

15 

 

 
 

 

 

 

 

From the School Year Index screen: 

 

 Click the SSR Print  button 

 

16 

 

 
 

 

To Print this report:  

 

 Click the Print  icon 

 

To Exit this report:  

 

 Click the ñXò in the top right 

corner of the report 

 

17 

 

 
 

 

 

 

 

 

 

From the School Year Index screen: 

 

 Click the Print Acad Hist button 

 

 

 

Print a Scholastic Record 

Print a Single Student 

Academic History Report 


