Genesis

Logon Procedure

Steps Screen Displayed Procedures
1 To Logon to Genesis:
“m .
=ik The Genesis.rdp icon is displayed on
your Desktop.
s Double Click on the Genesis.rdp
icon.
2 The Windows Server 2008 screen is
displayed.
—» Click on the POLK-FL\ username
Cancel ICOI'I.
- _ Note: If this is your first time
S LV OW S SelVeTios / logon, you will be required to put
in your entire email address.
(firstname.lastname @polk-
fl.net). After first time logon, only
your password is required at
the POLK-FL\ username icon
shown in the next step.
3 The password field is displayed.

POLK-FLMZjirms.enright

| =

P ord

Swwitch User

e VViNndowws Server z2oos
Standard

|_—e Type your Password in the space
provided (same password used for
Outlook) and hit enter.

This will bring up the Genesis School
Logon screen shown in next step.
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4 Note: This is the second logon
m GENESIS SCHOOL LOGON requirement for accessing Genesis.
REneE SR e e Alnnis iesereed o0 1L —= Your SAP # will automatically
Erteryaur Usor Number [11762 4 enter into ‘User Number’ field.
Enter wour Fassword |ﬂ=-=-=-=-=-1 \
T —e Enter your Password-For first
time users-Enter the word genesis
(all lower case).
If this is first time logon, proceed to
Select a School ‘rear Iﬁ @ H
e — Quit next step, if not proceed to Step 8.
iﬁ Change Password
5 [il Genesis Logon [0} | To Enter a New Password For First

Al

GENESIS SCHOOL LOGON

Genesiz School. Copyright € 1998-2002 Hearlland/ESE D ata
Swstems, Inc. Al rights reserved.

Enter wour User Number || 4—

Enter wour Fassword I \
Select a School rear I I [@
Select a School I I Quit

@ Change Password

Password Expite X]

e Your passward has expired! You must change your passward) /

Time Users OR After a Reset:

The Genesis School Logon screen is
displayed.

~~ Enter your User Number-this
should automatically appear when
the screen comes up (if it does not
appear then type your SAP #)

Enter your Password-For first
time users-Enter the word genesis
(all lower case).

e Press the Enter key (on your
keyboard)

Click the OK button
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6 The User Security Changes screen is
displayed.
New Password |
Type in your new passward then press EMTER. ° Type the New Password you want
Type the canfirmation of the new paszword and press Enker.
Press SAVE when finished, to use
e Retype the same New Password
you want to use
Type in the new passward and the confirmation:
New Pazzword [5-20 characters] ,/ \ / Click the Save button
Confirm Mew Faszword N
(press Enter] / L Password Saved B
/ .
DeCliessdl e anosd |y 1“1 2 The new passwiord has been saved!
Save | < Quit | / CK
o/CIick the OK button
7 [} Genesis Logon _[a[x}| To Change an Expired Password:

E GENESIS SCHOOL LOGON

Genesiz School. Copyright € 1998-2002 Heartland/ESE Data
Syztems, Inc. Al rights reserved.

</<='

Enter wour User Murnber ||

Enter wour Password I

Select a School Year I I

@' Change Passward I

Select a School

\.

The Genesis School Logon screen is
displayed.

——e Enter your User Number-this

should automatically appear when
the screen comes up (if it does not
appear then type your SAP #)
e Enter your Password

Your passyaord will expire in 9 days!

L I

£y

NOTE: Password warning messages start
ten days before a password expires.
Passwords are valid for a 30-day time
period.

—— Click the Change Password icon
and Repeat Step 6
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8 ¥ Genesis Logon M=] E3 M: Once you have SUCCGSSfU“y
logged on, your name will appear
E GENESIS SCHOOL LOGON
To Select a School Year and a School:
Genesiz School. Copyright 2 1998-2002 Heartland/ESE [)7/
Syztemsz, Inc. Al rights rezerved, :
: Click the pull down arrow at
Enteryour User Number (00729 / the end of the field to access a
Enter your Passward  [exses / list of School Years to choose
’ from
Welcome to Genesis{ Kathryn Molin
Click the pull down arrow at
/ the end of the field to access a
list of Schools that you have
_ securities to view (your School
Number should automatically
¥ appear
Select & School vear || vl 8 ICs= PP )
- Go Quit .
Select a Schaol I I 2 \— | — Click the GO bhutton
ﬁ Change Fassword
9 (0607 /0000 Palk County District Ofice / Data Source:SISS000PDE /MO You are now Iogged onto Genesis and the
Fle Menus Optons Tools QuikFoms Favortes Window el G en eSI S S Ch OOI M enu | S d| Spl a.yed
2} GENES15 Main Menu ]3]} '
@ GENESIS SCHOOL o 6 8D s The Icons and Folders designate
I different areas in Genesis.
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