WILLINGBORO PUBLIC SCHOOLS

Genesis: New Staff Training




Homeroom Attendance

Overview

The Attendance>HR Attendance screen allows teachers to post attendance for their Homerooms.

This screen posts to the students' Daily Attendance, not Class Attendance.
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How do we determine what students are shown?

The students who are shown on this screen are based on the Homeroom that you see at the top of the
screen. If Homeroom 101 is selected, then Genesis will look for any active student assigned to HR 101 in the
school. Whatever students are found in that Homeroom will be shown on this screen. If students are not
appearing or there are incorrect students, you can make changes to a student's record via Student
Data>Modify Student>Demographics>Required, using the "Home Room" dropdown.



Taking Attendance

In order to take attendance, simply select the attendance code from the drop down in the "Today's
Attendance" column. Sometimes, a time is required with the code. If this is the case, then 3 fields will open
under the Time Tardy column when the code is selected.

You enter the time into these fields by putting in the hour in the first box, minute in the second and then
selecting AM or PM in the drop down.

Clicking the Blue Arrow next the first drop-down will I Today's Attendance I

populate everyone in the homeroom with value set for
the first student.

- = Prasent

PN - Present - Dress Code Non-compliance

1- Absent - Full Day
Once you have filled out the information, click on the T - Tardy (w/ Time)

"Post Attendance" button and then all the students in TMU - Tardy - Dress Code Non-compliance ‘
your Homeroom will be updated.

4 Posl Allendance

Seating Chart

A relatively newer screen has been added to Attendance>HR Attendance. You can arrange the seats as well
as take attendance through the Seating Chart tab (just as you can through Gradebook.) The Seating Chart
screen will display the students in their HR - no course section need.



Requiring Teachers to Sign off via Gradebook

It is possible to have teachers sign off that they have read a student's 504 or IEP. To be able
to do this, the teacher must have set up their signature.

Staff Signatures

Staff members may store a graphical image of their signature in Genesis in order to be used
in Letters, Report Cards and Transcripts.
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After clicking the lock, a screen will pop up allowing you to set your password, screen
preferences and signature.

Signature Setup

Sign the box below to use when signing forms.

| ,* Update Signature |

Sign your name and click the “Update Signature” button.



Signing the 504 or IEP

When this feature is
enabled, students with an
active 504 or IEP appear on

the Gradebook spreadsheet . /' Iy
(Gradebook—Gradebook)

in red highlight with a -

pencil icon next to the [#1H 105730 + ¥ Brunsberg, Christing @ @ @ eG»84 © B
student's name. When the : l —
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(Gradebook—Gradebook—Studen Ro
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This screen now includes a “Student IEP” (or Student 504) section on its right side:

Student IEP
| Click the icon to view the IEP:

From here the teacher can sign the 504 or IEP.
|_. . Sign |EP with Stored Signature ]

Simply clicking the
IEP has not been signed button signs the 504 or IEP, if the teacher has
= not set up a signature this button will not
| " sign IEP with Stored Signature | @) appear.

Student IEP

| Click the lcon to view the IEP:

IEP has been signed

APV

| & Remove Signature lrom IEP




Gradebook Student Details Screens

Overview

Student Data  Scheduling Grading Attendance Gradebook Class Attendance

Home Gradebook Rosters Profiles Rubrics Merge Post Grades Reporis

| MP1 | MP2 | MP3 | MP4

To access the
student details
screens, click on D
the student’s
NAME link in
from the
Gradebook
screen.

This will bring up the Student Details for that specific student,
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Assignments Tab

The Gradebook>Gradebook>Student>Assignments screen shows you a marking
period's worth of student assignments and grades.

The screen allows you to filter your assignments by category, or status.

The categories (Test, Homework, etc.) are defined in your Profile Categories screen while
the status can be any one of the following values; Graded, Not Graded, Absent, Complete,
Exempt, Incomplete, or Missing.

You can easily navigate through your student's by using the student drop down at the top
of the screen.
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Assignment Screen Columns

This screen shows you a ton of information for each student's assignment and grade.
The columns are designed to let you see all of the important information easily and quickly.
You can the score, average and any comments for an assignment by viewing this screen.

You also can see the student's calculated average for the marking period on the last row of
the table.

Note: The calculated average will not always be the average of your earned and attempted
points. This average depends on the Grade Calculation Method that you have defined on your

profile.
Printing the screen

In Gradebook, there are many screens that you can turn into a PDF Report and this happens
to be one of them.

On the top of the screen above the Module Tabs, there are several icons.

One of them is a "Print" icon that looks like printer. If you click on this icon, you will get a
print out of the screen based on the filters that you have selected in the drop downs.



Grade Breakdown

The Gradebook>Gradebook>Student>Grade Breakdown screen shows you how the
Gradebook has calculated the Final Grade for the selected marking period.

This means that the screen will show different information based on the Grade Calculation
Method that you selected in your Profile's Preferences.

The following screen shots and formulas tell you how the Gradebook will derive a Final
Grade for a marking period.
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Student Chart

A Gradebook>Gradebook>Student>Charts screen was added to the Gradebook which
charts the students overall and category grades vs the average of the class.

The screen has two modes:

e C(Categories Mode - Show student's performance vs the class average by Category and for the
overall marking period average.

e Assignments Mode - Show student's performance vs the class average on selected,
individual Assignments.

The screen can be exported as a PDF by clicking the printer icon at the top of the screen.

Vb Chard for farey fask

In Categories Mode, a bar panel is shown for the student's overall performance vs the class
average, and then a separate panel for each Category:

Categories Mode
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Assignments Mode

In Assignments Mode, you first must choose the Assignments to include in the view.

An "Add Assignments to Chart" dialog is shown and you select which Assignments, in which
Categories, to include in the view:

Chart for Delahanty, Frank

| Add Assignments to Chart’
Homework
# homework, MP1 ¥ Classwork 1, MP1 Test Rubric, MP2
¥ Quiz 2, MP2 ¥ Homework 10, MP2 | Homework 22, MP3
# Homework 24, MP3 [ HW 26, MP3

Quizzes
Qulz 1, MP1 | Quilz C, MP2 Quiz 24, MP3

Tesls
BENCHMARK 1, MP1
Class Project
Class Work 1, MP3 ClassWork 2, MP3 Class Work 25, MP3

Add Assignments Cancel

Charts are then displayed for each of the selected Assignments:
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Student Attendance

The Gradebook>Gradebook>Student>Attendance screen shows you a student’s class or

daily attendance for the year. It includes a color code chart so that you can see what each
color means in the calendar.

Attendance View: '* Class Attendance "' Daily Attendance

Year to Date totals are also included on this screen.

You can see more information on Class Attendance in the Attendance Spreadsheet section.
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Student Info

The Gradebook— Gradebook—Student—Student Info screen shows you the all
the student data that can be modified in the et e B

gradebook. ==
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Here is the listing of all the fields and how they _ S5 s Seaan —
effect the Gradebook. o

Field Description
Student ID This is the districts ID for your Student. This can not be changed or

modified.

The ID field is the ID for that you want displayed for the student in the
Gradebook Gradebook. All of your Gradebook screens, and reports will show this field
Student ID for the student's ID. This ID does not show in any of your districts
administrative screens.

This is the districts name for your Student. This can not be changed or

Student Name modified.

The nickname field is the name that you want displayed for the student in
the Gradebook. All of your Gradebook screens, and reports will show this
field for the student's name. This name does not show in any of your
districts administrative screens.

Nickname

The email field is an email address that you can get from your student that
your school does not have on file. This email field only shows in your
Student Email | Gradebook and does not go into any of your districts administrative
screens. (FYI - soon all student district emails will populated into this field,
teachers can add an additional email if they choose)

This is the grade level of your Student. This can not be changed or

Grade modified.

Sex This is the sex of your Student. This can not be changed or modified.

This is the birthdate of your Student. This can not be changed or modified.
Date of Birth | When it is your student's birthday, a "Cake" icon will appear next to your
student on the Assignment Spreadsheet screen.




Workgroup

This is the workgroup that the student is in.

Status

This is the status of the student. When student enters your class, he will be
listed as ACTIVE. If a student drops your course, the status will change to
DROPPED with the date that the student changed.

Parents use

This tells you if a student has any user of the Parent Module that is tied to
the student. Another message related to this field will appear at the bottom

Parent Access | of the screen if this field is yes. The message will tell you how many logons
are tied to the student and when the last one logged in.
This controls whether the "New" message appears on any of the

Accept Status | spreadsheet screens. If you check this box, then the "New" will be
suppressed.

Show Student This controls whether the student appears on any of the spreadsheet

screens or any of your reports.




Student Notes

Overview

The Gradebook>Gradebook>Student>Notes screen is an easy way for you to write notes
about a student.

e The Notes are only accessible in the Gradebook.
e You can print the notes whenever you like by clicking on the Printer icon at the top of the
screen.
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Student Contacts

Contacts List

The Gradebook>Gradebook>Student>Contacts screen will provide you with a list of
student contacts. The contacts include the student's counselor, vice-principal, case manager
and any contact on the student's LR Address Record.

Contacts will only appear if the contact has an email address on their record.

In order to email one of the contacts on the screen, you can click on the email address.

This will open a window that will allow you to compose your email.
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Available staff if they have an email address on their staff record:
- Co-Teachers - Principal
- Department Head

Available staff if they are tied to the student and have an email address on their staff

record:
- Counselor - Resource Teacher

- Asst/Vice Principal - 504 Coordinator



Email Student Summary

This portion of the screen will allow you to send a report to any of the contacts on the top
of the screen regarding the student's progress.

You can select a contact by checking the check box to the left of the name.

Once you have selected your contacts, select the marking period that you would like the
report to be for.

You can preview the report by clicking on the "Preview" link next to the Marking Period
drop down.

The "Subject” and "Message" fields are required to successfully send out the report.



Scratch Pad

The Gradebook>Gradebook>Student>Scratch Pad screen is a sandbox where you can
play with scenarios for students grades.

Nothing done on this screen will alter a student's grade.

It simply allows you to present "What If" scenarios to the grading calculations to see what it
will take for a student to could achieve higher grades.

Important Notes

e Ifyou are dropping grades for a category, these calculations can not predict which future
assignment grade will be dropped. Keep in mind that this calculation will not reflect a grade
that is dropped at a later date.

e Do not use these calculations as fact. There are many factors in setup that will increase or
decrease the calculation's error margin.

How to Use the "Scratch Pad™!

The table that you see on this screen is the Categories that have been defined in your
courses Profile.

Each one is displayed with the Grading information put into the Gradebook so far.

Let's take a look at some of the columns that you are seeing.

Column Description

Category This is the description of the category.

This column has two sub categories:

Assignments e (Graded - The number of Grade Assignments for the Category.
e Sum - The sum of all the assignment percentages.

Weight This is the weight that you defined for this category in the marking period.
Drop Worst This is th.e numb.er of assignments that you have defined to be dropped for
the marking period
This is also broken down into two columns: Earned Points and Attempted
Current Totals .
Points
Current

This is the current average of the category.

Average




Remaining This is the number of assignments and the total number of points that a
Points student can achieve for the remainder of the marking period.

This column has a text box in it. All you have to do is fill in the number of
points that you want to see the student achieve and then the Gradebook

Points Possibly will calculate the Category Average and the Final Average based on your

Achieved . .
v entry. The average that is calculated next to the text box is the percentage
that the student would have to achieve on each of the assignments.
Possible This is the average that a student can possibly achieve by using the
Average number you filled in from the previous column.

Note: The columns that are shaded in light red are being used in the calculation.
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This example has 12 assignments currently not graded for the current period. It allows you to work
with the student to show what is needed to achieve a passing grade for any remaining or
outstanding assignments.




Student Discipline

The Gradebook>Gradebook>Student>Discipline screen allows you to create a discipline
referral incident inside of Genesis.

No actions can be given to the student upon creation of this referral but any points that are
setup to automatically calculate based on an infraction code will be applied to the student.

Once you submit the incident, your disciplinarian will have complete access to the incident,
allowing discipline issues to be dealt with quickly and efficiently.

All of the incidents that you have created for the student appear in a list of incidents for the
student, allowing you to see the student's discipline history.

Best of all, teachers can see when and what happened to the student once it has been
submitted.
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Adding and Editing an Incident

You can add an incident by clicking on the "Add Incident" button.

This will display the incident form on the right hand side of the screen.
At least one infraction has to be chosen in order to save the incident.

Once you hit the "Save Incident" button, the incident will be saved and it will appear on the
left hand side.

Important Notes: Once you have saved the incident, it will be listed on the left hand side of the
screen. Depending on your districts setup, you will be able to see what action was taken by
your disciplinarian in the Actions column.



Gradebook Teacher Referrals Screens

Overview

To access the Gradebook Teacher Referrals screens, click on the “Teacher Referrals” tab in the
Gradebook main screen.

Student Data Attendance Gradebook Class Attendance Web Desk

Home Gradebook Rosters Assignments Setup Rubrics Merge Pos’ Jdes

GRADING OPEN -- Report Card Grades DUE at Sam 02/14/2022

[ summary | User Profile | Email History | Staff Directory | Watch Lists | Teacher Referrals

Teacher Referrals by Tab

This will bring up Student Referrals Details the current school year for any/all students the teacher
had previous submitted.

Staff Directory Watch Lists Teacher Referrals

Teacher Referrals by Horton, Kathleen Create Teacher Referral

Teacher Referrals

bate Stdent |cowrselinfractions | |

1350407 [
02/08/22 Mouse, Mickey - Behavior/Conduct Violation of Laws Not Specifically Addressed in the Code @ [ T




Create Teacher Referral Tab

( Teacher Referrals by Horton, Kathleen Create Teacher Referral

Create Teacher Referral

Select a student to start creating the Referral. After selecting the
student, click the 'Start Referral’ button to proceed.

|Enter Student ID or Last Name > | 0

( startReferral |

The Gradebook>Teacher Referral>Create Teacher Referral screen allows you to create
a new discipline referral incident inside of Genesis.

Lookup student by Student ID or last name, select the student you are referring

-

student, click the 'Start Referral’ button to proceed.

[ Suwdentmd | StudemtName | scool |

1350407 Mouse, Mickey MCC

Adding and Editing an Incident

Add an incident by clicking on the "Start Referral" button.

e " o e This will display the
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No actions can be given to the student upon creation of this referral but any points that are
setup to automatically calculate based on an infraction code will be applied to the student.

Once you submit the incident, your disciplinarian will have complete access to the incident,
allowing discipline issues to be dealt with quickly and efficiently.

All of the incidents that you have created for the student appear in a list of incidents for the
student, allowing you to see the student's discipline history.

Best of all, teachers can see when and what happened to the student once it has been
submitted.

Important Notes: Once you have saved the incident, it will be listed on the “Teacher Referral
by” tab. Depending on your districts setup.






Assessments

The Gradebook>Gradebook>Student>Assessments screen allows you to see current
assessment scores for the student.

Select a view: | Assessments » All students

| Desc. | Test | Exam | Year | Month | Sem | Grade|

There are no scores on record for this student.




Gradebook Emails

Overview

There are two distinct types of Email in the Genesis Gradebook.

It is possible to send individual emails/progress reports to one or more contacts for a single
student, and it is possible to configure distribution lists that include set of email contacts for
more than a single student and send progress reports to that list “en masse.”

The different types of Email are originated in radically different locations in the Gradebook:

e The “individual” emails are sent from each student’s “Contacts” screen. This is the

Gradebook [ Gradebook [Student Summary] [0 Contacts screen that is located, with a

student’s other personalized Gradebook screens, “beneath” the spreadsheet. (more
information in Gradebook Student Details Screens training)

e The Email Distribution lists are accessed, configured and used via the Gradebook [I

Setup [ Email/Progress Reports [ Available Email Lists tab.

Gradebook Setup - Email Lists

The Gradebook [I Setup [ Email Lists screens allows you to create contact lists of email

addresses and the gives you the ability to email out Progress Reports for your students to those
contacts.

This feature insures that Parents, and the School Staff are always kept in touch with the
progress of the students.

There are 3 screens that make up the Email Lists:

e Available Lists

e View Contacts Pl

e Email Progress Reports
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Available Lists

Overview

The Gradebook [ Setup [ Email/Progress Reports [ Available Email Lists screen will display

any lists that you have created for your gradebooks.

The types of contacts that can be automatically included in the lists are the following:

Field

Description

Counselors

A student’s counselor.

Vice Principals

A student’s vice principal.

Case Managers

A student’s case manager.

Legal Residence
Contacts / Guardians

If entered the email address for any of the contacts associated with
the student’s Legal Address, you will be able to see this contact.

Gradebook Contact

This is the email address that you provide for your student’s on the
Student Data Tab

Student Email

The primary email address in your districts records for the Student
contact

504 Coordinator

Staff are marked as 504 coordinators via in Genesis — for Willingboro
Public Schools this is also the Counselor.

Once a list is created, you can then use that list to send out mass emails and/or progress

reports.

Because there can be so many available email addresses for a student in Genesis, there is no
simple “one-click” email to all students in the class without some configuration required.

The reason is that it is necessary to ensure you are not sending email to addresses to which it

should not go.




Creating Your Lists

User Fmadl bists

Esided 1LiET Saans: g IR
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The lists are created right from the bottom of the Gradebook [I Setup [ Email/Progress

Reports [I Available Email Lists screen. Here are the fields that you need to complete and a
quick explanation how they are used in list creation:

Field Description

Email List Name | This is just a friendly, descriptive name.

This is a series of check boxes that include the contact types that are
described above. By checking the boxes, then that contact type will be
added to the list for every one of your students.

Include these
email addresses

Once you have selected a name and the contact types to include in the Email List, just click on
the “Add Email List” button and the list will be created.

The contacts are not added into the list until you actually view your list by hitting the View icon
on the right hand side of the list table.

Updating Your Lists

Lists are updated by making the changes that you require on the Gradebook [I Setup [I

Email/Progress Reports [ Available Email Lists screen and then hitting the disk icon on the
right hand side of the list you are updating.
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Note: Your changes to the list do not immediately affect the contacts within the list (If they have
been created by viewing the contacts). If you need to reconstruct your list with the default
contacts you set up, then see the View Contacts section.

View Contacts
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Once you enter Gradebook [ Setup [J Email/Progress Reports [J View List Contacts screen, the

list contacts will be automatically created for you (Please see List Creation - Under the Hood
section below).

You will see a list of all the students in the Gradebook that you are viewing (Drop down at the
top of the screen) and the contacts who are included in the list.

There can switch the list that you are viewing at any time by changing the value in the “Select
Email List” drop down at the top of the screen, and you can view students who do not have
contacts in this list by changing the “Students To Display” drop down.

Adding contacts to your list

If a student has additional contacts, then you can add them at any time to your list by clicking
on the icon immediately after the student’s name (This icon does not appear if all of the
student’s contacts are already in the list).

This icon will pop up a small window that displays any contact for the student (See picture
below).

In order to add a contact, simply click on the check box next to the name, and then hit the “Add
contacts to list” button.



If a student is not appearing in your list that is in your class, then make sure to change the filter
on top to include all students.

This way you can add contacts from that student to the list.

_ Switch Gradebook

User Email Lists

Select Email Lisk: [1est2 ¥ Febuild Course List with Defaults

e e s e—r

1005387 Brewer, Tony ALYANNAS This student does not have any contacts in this list
1010804 Brouthers, Dan LUIS This student does not have any contacts in this list
105835 Capellan, Jose DANIEL This student does not have any contacts in this list
105850 Carlvle, Cles JR This student does not have any centacts in this list
105853 Carsey, Kid This student does not have any contacts in this list
10585% Casey, Bill MARIE This student does not have any centacts in this list
1006953  Clark, Jim W [ 1 This student does not have any contacts in this list
1011820 Creeden, Pat DAMOULIS | Guardian 1 Mrs. Clark fakemail2@fakeyfake. com
20180081 Danvers, Alex | Closa | | And contaets to st
TTStudent Ermall Danvers, Alex ta'{aa_e}h_n_lé_@_kcexampe com | [
| Gradebook Email  Danvers, Alex fakeemail@wikiexampie.com o
1000188 Erstad, Dann ANTONIO This student does not have any contacts in this list
404204 Lewey, Jim RYAN This student does not have any centacts in this list
404177 Macwhorter, Keith MORNET This student does not have any contacts in this list
1001505 Maine, John JHA-2STA This student does not have any centacts in this list
1001570  Matheny, Mike SCARLETT This student does not have any contacts in this list
505374 Mattinaly, Earl ELISASETH This student does not have any contacts in this list
505739 Miglsen, Jerrv ANGEL This student does not have any contacts in this list
1002559  Schaeffer, Mark 1 This student does not have any contacts in this list
1002665  Schu, Rick H. This student does not have any contacts in this list

| L =7 r, T
Ganerate an email ling based on sslected smails {Semi Colon Separated) | 18 Creste Prograss fiaports |

Generste an smail line based on selected emails {Comma Separated]

Removing contacts from your list

Contacts can be easily removed by clicking on the trash can icon at the far right of the contact’s
column.

Rebuild Course List with Defaults

If you have mangled your email list with lots of contacts that you did not want, you can always
rebuild your list based on the default contacts that you set up on the Available Lists screen.

Just click on the “Rebuild Course List with Defaults” to remove all your extra contacts and
rebuild the list.



List Creation - Under the Hood

Once you view a list for the first time, or you hit the “Rebuild Course List with Defaults” link,
several thing happen under the hood. First, all active students for your gradebook’s are
gathered and each student will be analyzed in the following way:

e If you have selected any of the school personnel types, then Gradebook will
automatically grab the email address that has been entered for the contact by the
school administration. If no email address exists for the contact, the Gradebook will not
include that contact in the Email List.

e If you have chosen a Legal Residence Contact, then Gradebook will automatically grab
the email addresses that exist for any of the contacts on a student’s LR Address record.
If none exist, then no contacts will be added.

e The same is true for the Gradebook Contact. If you have not entered an email address
for a student, then that contact is skipped for that student.

Sending out Emails and Progress Reports

Mass Emails

First you have to select the emails that you want to deliver the email to by clicking on each of
your contacts check boxes. If you want to select all of the contacts, simply click on the check
box at the top of the list and the Gradebook will check off every contact for you.

Next you find the link labeled “Send Email to Selected Contacts” on the bottom left hand side of
the screen.

When clicked, the Gradebook will pop up a window to compose your new email.

Each email will be sent individually so the people who receive your email will not be able to
see the other recipients for privacy reasons.

You also have the ability CC recipients. By default, the CC field will be populated with the email

address in your Gradebook [J Home [J User Profile screen.

Progress Reports

An add bonus is that this screen provides is the ability to create Progress Reports from your
Email List. You begin by selecting the contacts for the students that you want to send to. You
can do simply by clicking on the check box at the top of the list and all contacts get
automatically checked.



Once you have selected the proper contacts, you click on the “Create Progress Reports” button
on the bottom right hand side of the screen. Once clicked you are moved to the Email Progress
Reports screen.

Email Progress Reports

Overview

The Email/Progress Reports Screen allows you to view and send out progress reports to the
contacts that you selected from the View Contacts screen.

Switch Gradebook

10028/1-5AT FREF, A, Per 1-2 517 v
User Email Lists
Select Email List: Students to Dlsplay . - .
parnts and students ¥ Show all students Rebuild Course List with Defaults
D StudentName |MP1| B Contuct Type |Contact Name JEmail | |
105259 Aaron, Hank B2 - Student Email  Aaron, Hank hankaaron@acl.com i

Send Email te Selected Contacts

| ,3 Create Progress Reports |

Generate an email line based on selected emails (Semi Colon Separated)
Generate an email line based on selected emails (Comma Separated)

e Choose the contacts that you would like to email a Progress Report to and click the
‘Create Progress Reports’ button

Other options:

e “Generate an email line based on selected emails (Comma Separated)”
e “Generate an email line based on selected emails (Semi Colon Separated)”

o If you click either option, a popup will appear with the contact emails you have
checked off, with each email separated by a comma or a semi colon. You can
then copy and paste emails into your email client etc.

e “Rebuild Course List with Defaults” - By clicking this, the email list will get rebuilt with
the correct emails

Previewing your Reports

After you click “Create Progress Reports” on the previous screen, you will be able to select the
Marking Period, enter the Email Subject, and enter text in the “Email Body.” You can then Email
the Progress Reports and/or PREVIEW the Progress Reports.
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e Click the ‘Preview Progress Report’ button and a PDF Progress Report will open up:
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Emailing your Reports
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e Fill in the email subject and body and click the “Email Progress Reports” button, and
Genesis will send them out to each selected contact



Posting Grades in Gradebook

Post Grades Tab

To post your grades and comments, click on the Gradebook>Post Grades tab or click on
the link at top of page “Grading id Open”.
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Pick the course to assign comments to from the "Course" dropdown.

To use the calculated marking period grade for all students click the "Update All Grades for
MP1 Grading Period" link which assigns the calculated grade from gradebooks.

You can now use that grade or change it by simply clicking into the Grade field.
You can assign up to two (2) comments per student from the Comment 1 or 2 dropdown.

Once you have assigned the grades and comments for each student, click "Save Grades."
Notice that all data stays red until you click "Save Grades."

You can print this screen at any time by clicking on the printer icon in the top right hand
corner of the screen.



Summary Tab
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Q: When I enter a final grade for student, it is changing when I hit save. What is
happening?

Some schools automatically calculate Final Grades based on your schools own calculation.
That means that any grade you enter into the Final Grade field will not stick unless you are
able to override the grade. In order to do this, simply check the override check box for each
grade prior to saving the screen. If the check box is not available to you, contact your
system administrator.

Q: Can I post grades for dropped students?

When a student is dropped from a course section prior to Marking Period grades being
posted, grades will not automatically be collected for them in the section they were
dropped from. However, a function exists to allow the responsible teacher to post grades
for any of the students who have dropped the section. At the top right of the
Gradebook>Post Grades screen, locate the "Show Dropped Students" radio buttons. Set
it to “Yes”. Then, wait for the screen to refresh and the dropped student(s) to be displayed.
You can then give those students a grade as well.

Q: I have a merged course and all the students are not appearing on the Post Grades
screen. Why not?

Grades in genesis are posted to for a course section. For that reason, entire merged rosters
are not shown for the individual Gradebooks. The teacher must switch through each of the
Gradebooks to post student grades for each specific section.



Teacher Recommendations

Introduction

Genesis allows teachers to create a course recommendations for the next school year inside of the
Genesis Gradebook.

Inputting the Recommendations in Gradebook
The Teacher Recommendations are created inside of the gradebook under the Class Roster tab.

From the Gradebook Home [1 Summary Tab, click on the Roster icon for the class you would like to make

recommendations for the students in that class.

| willingboro High School v |

Year: Willingboro Township Schools
& Genesis

Student Data Attendance Gradebook Class Attendance

Home Gradebook Rosters  Assignments Setup Rubrics Merge Post Grades Reports
Active Ghost Session

User Profile Email History Staff Directory Watch Lists

Teacher Summary
Land, Dennis

Gradebooks in Willingboro High School

| Courses tmame |Som Day= [per /| | Merge| |Grades oster| attfiver |

49019 : Default ] Block 1
[[] world History and FY  2BcDEGF 1 Secondary s ﬁ £
Cultures School Profile Block 2
4901/7 Defzult
[ world History and FY acDEFGE 2 Secondary v s ﬁ i Block 3
Cultures @ School Profile
[ World History and FY  ACDEFGB 2 Secondary v 35 ﬁ B
Cultures @ School Profile Block 5
4901/8 Default
[7] World History and FY BCDEFGA 4 Secondary ;5 E B

Cultures Srhenl Dienfils



If Recommendations have been opened in the school, two radio buttons will appear on the top left hand

side of the screen.

User clicks on the 'View Recommendations' button, then the recommendations will appear for the

courses roster.

Year:[2018-20 ¥ | Willingboro Township Schools
& Genesis

Student Data Attendance  Gradebook  Class Attendance

| Willingboro High School ¥ |

Post Grades

Home  Gradebook  Rosters Assignments Setup Rubrics Merge

Reporis
Active Ghost Session

Student Roster for World History and Cultures

Switch Gradebook

. ABCDEGF, Per 1FY v

'® View Student Data i
() View Recommendations | 4901/9-World History and Cu...

Starting

MEEME

1344566

| |adolphe. Kennya

ACTIVE 11/21

| [Alpert, Malachi

ACTIVE 0%/05

| | [Alston, Javar

ACTIVE 0%/05

| [Beverley, Dana

ACTIVE 09/05

| |[Black. Alexander

ACTIVE 08/30

| [Brown, Toni

ACTIVE 05/05

| [Burke, Armani

ACTIVE 09/04

Adolphe, Kennya Reseline 11 [1344966
Es‘ij@ 11 [1338894
ﬁstfﬂ? Javar 11 [1333207
I;E;B\?:flity, Dana K. 11 [1330838
ﬁ?@ 11 [1344194
ﬁ? Toni T. 11 [1332240
ir’zlfes,gArmani M. 11 [1332669
S s 11 (1333056

| [Davis, Ah-Shaun

ACTIVE 11/21

The screen features a drop down of courses that the teacher can choose from.
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The drop down is populated by courses set up in the next year school’s curriculum.

The list is filtered by department based on the current courses department. The teacher can choose a
one or two courses from the drop down and then move on to the next student. A common occurrence
for teachers is that most students in the class will be moving into the same course for the next school
year.

To facilitate this process, the teacher can select the course for the first student in the class, and then
click on the 'Update All' link in the column heading. This will update every student in the class with the
same recommendation.

Once the teacher has finished choosing the courses, they should hit they “Save Screen” button on the
bottom of the screen.

| \“4 Save Screen |

- Recommended Course (update All)

Comments
Blah, Blah, Blah

3l 1 |4927-Holocaust/Genocide Studies v
2 | ]
3l 1 |4927-Holocaust/Genocide Studies v
2 | ]
3l 1 | 4927-Holocaust/Genocide Studies v/
2 | ]
)l 1 |4927-Holocaust/Genocide Studies v |
2 || v

Teacher Recommendation are available for parents and students to see, but Comments will only be
visible to school counselors.



Course found in Drop-Downs
Courses are highlighted in RED when a course is not a valid choice for the student. Reason why:

1. Student has already completed that course
2. Student has not meet the prerequisites for the next course.

EX: to take “US History | — Honors”, student needs to have a 93% or higher in World History and Cultures
and English | & to take “Holocaust/Genocide Studies”, student need to pass World History and Cultures
(60% or Higher)

StudentA currently has a 92.4% in their World History and Cultures, so US History | is RED but
Holocaust/Genocide Studies is not. StudentB currently has a 58.9% in their World History and Cultures,
so both US History | and Holocaust/Genocide Studies is RED.

Teachers can still select a course in RED, but should include a Comment for the counselor on why they

selected the course.
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Reports
Report #14168 - Teacher Recommendation Status Report, will show the recommendation that have
been made, sorted by Teacher and courses they currently teach.
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Teacher WebDesk

Introduction

WebDesk is a centralized data viewer, where a user can see multiple areas of Genesis at one time,
examples Daily Class schedule, Calendar Appointments and Student watch lists and Favorite Reports all

on one screen.
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Your WebDesk

Getting to your WebDesk
If you have security access to the WebDesk, you can get there by clicking on your name in the upper
right hand corner of any screen or selecting the “WebDesk” tab.
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The WebDesk is your personal Genesis dashboard. You can setup and edit your WebDesk without fear of
affecting any other user's WebDesk
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WebDesk Setup

How It Works
To use the Genesis WebDesk you must be linked to at least one "Staff Object". If you are a teacher or a
counselor or a nurse you are already linked to at least one Staff object.

Click on the WebDesk [1 Setup tab. On the right side of the WebDesk [ Setup screen there will be a

list of all the Staff objects your Genesis user login is linked to. Select one of those and save it. That will
turn your WebDesk on.

Activating your WebDesk
To activate your WebDesk:

Go to the WebDesk [J Setup [ Staff to User screen.

Check the checkbox next to your primary identity - your primary Staff object on the left

Click "Save Staff" button

Staff Mapping for [Webdesk, Principal (principalwebdesk) v

All staff members who have been attached to Principal Webdesk are shown on this
screen, Please check off the staff members who represent this user.
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# nsrdsing David Genesis High School

3 WP} (D} (T
East End Middle School e

| 4@ save start |



Selecting Panels and Student Lists for the WebDesk

On the right side of the WebDesk [ Setup [ Data Peeps screen there are two sets of things that can
be added to your WebDesk:

1. Data panels, called 'peeps'
2. Your student lists

The top of the WebDesk [1 Setup [ Data Peeps screen contains a list of data panels that you can add to
your WebDesk.

Data Peeps are available by job type (teacher, counselor, vice principal, etc.). You only have access to
the data peeps that match your job type(s).
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The bottom contains all of your existing Student Lists: any combination of student lists and data peeps
can be displayed on your WebDesk:
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To add data panels and student lists to your WebDesk, check their checkboxes, and click the "Save List

Data Peeps" button on the WebDesk [ Setup screen.

You will then be able to configure the panels and lists you have selected. Selected panels and lists have

an L icon. Click this icon to bring up the “configure panel” or “configure list” popup. Config pop up
examples below.
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Selecting the Number of Columns on your WebDesk

Your WebDesk display the panels you have selected in one, two or three columns. There is a "Screen
Layout" drop down on the upper right side of the screen. You can change the number of columns at any
time. The example shown below has 3 columns displayed.

Positioning Panels on the WebDesk: Changing the Panel Layout
You can position your selected panels on your WebDesk via drag and drop. Panels can be pulled into the
position in which you want to see them.

You can change your panel layout at any time. Changing the layout does not affect the data that is
displayed.
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WebDesk Calendar and Conferences

What is it?
WebDesk Calendar is a tool for scheduling and recording conferences between you, students and other
staff members. Even scheduled parent-teacher conferences will appear here.

Where is it?
The Calendar is located on the WebDesk [l Calendar screen. To access it, click on your WebDesk icon

and then click on the 2nd level Calendar tab.

What can | do with it?
You can search through your appointments and add in new ones. Click the "Add" button to start creating
a conference.

You can check/uncheck "Requested," "Scheduled," "Completed" etc. in the top left to change your view.

Additionally, you can choose to view your appointments By Month, By Week, By Day, List - Current, or
List - All Dates.

On the right hand side of the screen, you can select your appointments and/or another staff ID's
appointments if you happen to be tied to another staff member.
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When a Conference is added to the Calendar, it has a "status". There are five values for Status:

View: [byMonth v | ) e ) Exmme ¥ EnmE e "-

Requested — The slots has been created because someone has requested a Conference
Scheduled — The slot represents a scheduled Conference that has not yet been marked as either
Completed or Cancelled
Completed — A Conference that has been successfully held.
Cancelled — A Conference that was cancelled

e Available — A status of "Available" represents "an available slot" that can be scheduled
through Parent or Student Access. A status of "Available" is a special status that is recognized by
Genesis as meaning "this is a slot that was created so it could be scheduled by others".

Make a Conference Appointment

How to Make a Conference Appointment

To make an appointment either click on the WebDesk [ Calendar J Add [

Appointments/Conferences tab, or click on the "Add" button for a Calendar day. This will
bring up the Add Appointment/Conferences popup. The only difference between clicking on the
Add Appointments/Conferences tab directly or clicking on a day-specific Add button is that
clicking on the Add button fills in the date of the conference for you and clicking on the tab
does not.

You must fill in the following fields:

Reason for the conference - Select from a drop down
Location of the conference - Y e
Select from a drop down "‘“'"" e e |suwdants g
e Start Time of the conference - o i e
Enter a time (e.g. 10:45). You
do not have to enter the AM or
PM. Dascrtisn
e Subject of the conference - Conterante Gaiss
Enter text vciioas i
e "Appointment with" - This
should default to you. It is NOT
where you add conference
invitees - students or staff
members.

Farl Time
*| =Appomtmect Wik *

foam

L Stuw in Rty

Other fields that are not required include:

e Description - text description of the conference
e Notify Parents flag



e Status - This will default to "Scheduled" but can also have the values of "Requested",
"Completed" and "Canceled".
e Conference Notes - A large text field where you can enter notes about the conference.

To create the conference, click on the "Save Conference" button. You cannot add other
attendees until you save and create the conference.

Adding Students and Staff to Calendar Appointments

Once you have created a Conference, an "Add Attendees" button appears. Click the Add
Attendees button to bring up a "Search for Attendees" popup.

You can choose to search for either students or staff members. To add people to your
conference as attendees, click the "Add Attendees" button, enter a search string and search.

When you get a list of people, check those you wish to add, scroll to the bottom of the list in the
popup and click "Save".

Close Search Window
Search Type: ® Stydent - Staff

Last Name:l_{i.l:- | List:| v | (&, Searchfor Attendee |
(@  School 1D Name |

2002 1014083 Daily, Bradley Joeseph

2002 504495 Draily, Ed

2002 20024184 Daily, Edwina

2002 1000059 Draily, Hugh

2002 161018 Craily, Joe

2002 1014149 Daily, Mark Anthony

2002 20024187 Braily, Michael

2002 20024185 Draily, Nicole

2002 20024173 Daily, Sandra

2002 20024163 Daily, Shawn

2002 1014145 Daily, Simon

2002 1012100 B George SHANMEE
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Modifving an Appointment e
Bt R L R S A A S A

To modify an appointment, click the entry
on the Calendar. This will bring up the
"Edit Appointments/Conferences" screen: v NS m

Update any field: : i

Date; “Cenference Satei bai10/z00s [

Start Time: “tar Toms: Giiesn

End Time: "sndwimesoziaoem

Reason: “Reasan:|callege ]

Location: -tecsticn:[Suidarce =]

Who the appointment is with: Select yourself in order to have the appointment appear on your
personal Calendar.

..".'..'ITI Flanming = Zd ir guing oo go o0 clleqgw H
The free form Description. -]
Appointment Status: Stsusi[Schedied 5]

Whether or not to display this conference in the parent module: "etify Farents: " yas & g

Optionally add conference notes:
Canfarance Catails

<]
(-]
Click the | ==sw=rssra  button when you are done editing the conference data.
To alter the list of student attendees to the conference, locate the student attendee list at the

Attendees (2] add
T ]
upper right; Eale £ fas 0

e To remove students from the conference, locate the student you wish to remove and click the
corresponding delete icon.

e To add Students to the conference, click the Add button. A "Locate and Select Student" search
panel will be displayed:

Locate Student to Add to Conference Panel — Search for Student and Select
e Enter a student's last name, or partial name with wildcard ('*') character.
e Click Search. This locates all matching students.
e Locate the student you wish to add and click the corresponding Sel=ct putton. This selects
the student and dismisses the popup.
® Repeat these steps to add additional students to your conference.



Using Your Favorite Reports Panel
Your Favorite Reports panel lists the reports
you've chosen to have on it:

To add or remove reports from your
Favorite Reports panel, use the instructions
below.

Running a Report

To run one of the reports listed on your
panel, click the report number for it. This
will bring up a normal "Schedule Report"
dialog box:

70250 - Birthday List

W ¥

< Birthday List
1 f'_'l-'_'.:{EU Thiz repoet shows & list of stugents birthdays
2 70352 Class Roster Report with Marking Period Grades
Class Roster Separt with the current Marking Period Grades,
. Course Roster 2
3 19031 Coarss Rostar Rapart with Spec Bd and LEP Info aptian for glvan dats
4 apoos Demographic Data and Address Profiles
=2 Prints one sheat for sach stugent ghving =1 adcresses on file
5 70773 Gradebook Empty Spreadsheet Report
MR List of students with grid lines,
Gradebook Spreadsheet Report
6 70775 Feirmed copy of the Tront pags of the gradebaok
Gradebook Spreadsheet Summary Report

7 TOT7B0 vhie rapor: dalivars a list of student grades cimdar to the spreadshest, but

imncludes Informatic.,
- Homeroom Attendance Posting
@ dded o rioam Miandance Bacting Raport
. Immunization Alert Report
O B1352 This repoet alerts you of studentz wha may not have met minimum
immunizatian reguirements. Reoor

1081335 Meadication Log

This report shams & log af medicstions dispensed for sach studeat

Report. 70250 - Birthday List

EClick here for onling documantation for this report

Emging: com,genssis.sis reportiTextEngine
Degcripban:  This repart shows a Bst of students birthdays
Taxt Report Class: com, genesis.sis. report. i TextReports. GradebookBirthdayReport

Storage H Repoart is stared per user

When: | Run IrIlIﬂ;Ed-Ia_iI:;q!:,'

* Repart Type; | Brthdays on Date Beiow

* Teachar: | Barry, Jack”
Bisthdate (or Menth]: 11202008

Course [ Blank for All)

E-Mai| rapart to this usar: |
Export to path/filename on servar:
{S1FTP Report:

Sawve current parameters as default

g Beheduin Report |

From there, that runs the report normally.

Viewing a Previously Run Report

w

.: -:- S{TODAY T will sabctitube todays date at run dme
* Bart by: | By Birlbsday, Sludent Hame

T

r and to these ssers:

Once a report has been run, a "View" link appears for it:

3 19051 Course Roster 2

Course Roster Report with Spec Ed and LEF Info option for given date

View

Click the View link to bring up the last run for the report. Only the most recent run is available.

Wim &

Maew



Adding the Favorite Reports Panel to Your WebDesk
To add a Favorite Reports panel to your WebDesk, do the following:

1. Go tothe WebDesk [I Setup screen.

2. Locate the "My Favorite Reports" entry in the list of built-in data peeps (i.e. panels) on the upper
right of the screen:

Auailable. (kits Pewps far
Coatw Fwap Topsr - {wrw Veams oo Tasrws v
Pl e e p————— A Y pe— vial

Sansswted Sroorrry PP J T RS o
# g Tt wl show oF dumars het com of i Ianition m ansching teday.

L ¥ : ran
srwrde it shaplie ddy  Fie wi dhuoe g i il wdh Sty Tldy =a Ll LR TR e D A
Fihdent BN (el LAt Pl il s kil T il el T paai walon B mdun i b 6 apeole Bl adint e i

3. Check the checkbox for the "My Favorite Reports" built-in panel and click the "Save Data Peeps'
button. The panel will now appear on your WebDesk Home screen.

Adding Reports to Your Favorite Reports Panel
To add reports to the Favorite LY

B gl CHp el R B b Rk 7 L b W 1

Reports panel, you must go to a I ) [ - T

Reports panel.

Go to a Reports panel that contains
a report you want to appear on your
personal Favorite Reports panel.

1 o A E ekt By A Lt FdliT B

On every Reports panel you will find
a column of checkboxes where the
column header is a gold star:

i # 1304 W mbed ety Sewyvend bre] B 16
- om0 W et Syoddddl el Siges 'y Bl
13 o Musgfossrees foet i
# | fmapi @ Sipewm fasrmmrves b 1 -
—
TN B Fecsme s e

oy raverion mapoia i 2=
Lo

e This is the "Select to Favorite Reports"
checkbox.

Check the checkboxes for the reports you want
to add to your Favorite Reports panel - you do
AR NOT need to save anything, just check the
B checkbox.

The reports you check will automatically appear on your panel:

Removing Reports from Your Favorite Reports Panel
To remove reports from your Favorite Reports panel, you must go back to the Reports panel contains
those reports.

Once you locate the report you wish to remove, uncheck the checkbox for it.

This automatically removes it from your panel.



Built-In Icons

Overview

The Built-In Icons are system-defined icons that get turned on and off by certain conditions and
situations marked on a student's record. The full set includes:

VE &S *Q I rtsalNeg T aed

The chart below explains what each icon represents, and how it is triggered in the system.

W

Custody — This indicates a custody record exists for the student. You can add a record
via Student Data>Modify Student>Demographics>Custody. If there is no end date, it

will remain red. If an end date exists and has passed, the icon turns green.

DCPP — This indicates a student has a DCPP Rep as a contact. You can add a contact via Student
Data>Modify Student>Demographics>Contacts that has “DCPP Representative” selected in
the “relationship” dropdown. (Formerly, DYFS.)

Intervention and Referral Services — Add a record via Student Data>Modify
Student>Tracking>Other>I&RS. Any IRS record with a BLANK End Date will be considered
ACTIVE until manually deleted or until an End Date is applied.

504 — Add a record via Student Data>Modify Student>Tracking>Other>Student 504.
Check off “Show 504 Icon in Student Information Bar?” as well. There is also a “Show
504 Icon” checkbox via Student Data>Modify Student>Demographics>Categories —
but the tracking record needs to be added. Any 504 record with a BLANK End Date will
be considered ACTIVE until manually deleted or until an End Date is applied. Any
student with an ACTIVE 504 record will be counted as a 504 Student. The icon will turn

red once an end date is added. 2

Gifted and Talented — Check off “Gifted and Talented” via Student Data>Modify
Student>Demographics>Categories.

Homeless — This indicates the student is marked as homeless. You can add a record via Student
Data>Modify Student>Tracking>Other>Homeless.




ELL — Add a record via Student Data>Modify Student>Tracking>ELL. © Indicates they
have been referred or have exited ELL services.




IEP — This indicates a student has an active |IEP on record. You can add an IEP record via
Student Data>Modify Student>Special Ed. The icon will change colors after the IEP

has expired. Speech only IEPs are green: -

Medical Icon — This indicates a student has a medical condition marked in the system. You can
add a condition via Student Data>Modify Student>Medical>Health Records, using the “Add

¥ | conditions” button. You can also enter text that will appear when hovering over the icon in the
“Text for Medical Icon” field.
IHP Icon - Student has an IHP, an Individualized Healthcare Plan. The nurse has turned on this
icon. It may be clickable and, when clicked, may show a "need to know" document of

* [ important medical information. It is controlled on the Student Data>Modify

Student>Medical>IHP screen.

Fine — This indicates the student has an unpaid fine. You can add a fine via Student
Data>Modify Student>Fees and Fines. Once it is paid, the icon goes away.

Parent Icon — This indicates that the student has at least one Parent Portal account linked.

@dd | These accounts exist in Parent Portal->Setup->Users.
Student Icon — This indicates that the student has at least one Student Portal account linked.
& | These accounts exist in Parent Portal->Setup->Users.

Birthday Cake icon - This is just triggered automatically once a student's birthday comes
around. It is only displayed during the student's birthday itself.




Forgot Password for Parent Portal

Overview

Willingboro Pubic Schools Genesis Parent Portal can be found at:

https://parents.cl.genesisedu.net/willingboro

Your User Name is your full email
address. If you have forgotten you
password, please click the "Forgot
my Password” button.

Enter your email address to request a
password reset. The email will be sent
directly to you. If you don’t receive
something after 10-15 minutes, please
check your SPAM/IUNK folder. The
email will come from Willingboro
Genesis 515 “genesisadmin@whboe.net”

pareniwhoe nat,

Your password request (s being processed. An email with your password will be

sent to © 7 .naet once the email has been verified

Llose VWindow

Student Grades 5 to Grade 12, will also have their own Genesis Logins. Their login ids will be
there district emails (7digit-student-id@wboe.net)

Willingboro Pubic Schools Genesis Student Portal can be found at:


https://parents.c1.genesisedu.net/willingboro
mailto:7digit-student-id@wboe.net

https://students.cl.genesisedu.net/willingboro



https://students.c1.genesisedu.net/willingboro
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