
Assigning Homerooms – Elementary Schools 
Steps Screen Displayed Procedures 
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After logging onto Genesis using the login 
procedures, the Genesis Main Menu is 
displayed. 
 
 

• Click on Tools and File 
Processing icon 

 
 
 
 
 
 
 
 
 

• Click on Quick Entry / Teachers 
icon 
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• Type in the Teacher # 
 

• Type in the Student # 
 

• Click on Process icon 
 

• When complete, Click Quit icon 
 

This method places a Homeroom Teacher 
on the Student’s Basic Demographics 
Screen. There has to be a Homeroom 
teacher in order to complete certain 
reports. (Attendance, Schedulling, Etc.) 
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