Genesis Parent Portal

Add/Update Contact Information

Menu Bar > Contacts Menu Option:

42 Student Data

Summary




Contacts Screen Message:

In order to delete a phone number or email address you must contact your child's school to have this
information removed.

Contacts: (See Image below)
Contacts for Sheldon Cooper

John Cooper

Guardian 1 Father

Cell Phone: 732-297-7800

Mon-Emergency Notifications: Yes
Emergency Notifications: Yes

Home Email

Non-Emergency Notifications: Yes
Emergency Notifications: Yes

Add Phone/Email

New Contact

Guardian 2 Au Pair

Cell Phone: |gkkiEkibiE]

Emergency Motifications: Yes

Home Email: Qi@ = e}

Non-Emergency Notifications: Yes
Emergency Notifications: Yes

Add Phone/Email

Emergency Contact

Emergency 1 Brother Options

No phone number or email addresses on file

Add Phone/Email

How to Print the Contact Information
Click the PDF Icon next to the Student’'s Name like the example shown below.

Contacts for Sheldon Cooper



Edit Phone Number:
Click on the Phone Number.
This will open the edit screen.
Update the various fields:
- Phone Number
- Extension (if one exists)
- Provider (if this is a cell phone)
- Primary (if this is your primary phone number)
- Auto Dialer Settings (see details below about Auto Dialer Settings)
Click the “Save” button when done
Click the “Cancel” button if you do not want to make any changes

Edit Email Address:
- Click on the Email Address.
This will open the edit screen.
Update the various fields:
- Email Address
- Auto Dialer Settings (see details below about Auto Dialer Settings)
Click the “Save” button when done
Click the “Cancel” button if you do not want to make any changes

Auto Dialer Settings
- Non-Emergency Notifications
- Emergency Notifications

These options must be enabled for the user to receive school notifications such as School
Cancellations. School cancellations are categorized as Emergency Notifications. Other
notifications such as Parent Teacher Conference Reminders would be categorized as
Non-Emergency Notifications.

Hon-Emergency Notifications Emergency Notifications

If any information is changed for the Contact then the “Save All Changes” button must be
clicked for the changes to be saved.
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When an email as the icon below it means the email is tied to a parent account for this student,
such as the example below.



Home Email: |?f‘nﬂ€5.dem0@sbschmg_grg

If the email address associated with a parent account is changed then a message will appear
such as below.

~ You have updated an email tied to an active Parent
Account. The next time a user logs into that account, they
will be prompted to change the Logon ID to this new
email.

Ok

After the email is changed and saved, by clicking the “Save All Changes” button the window
appears as below.

& Your Logon ID has been changed

SRl cenesis.demo@sbschools.org
QLAY oenesis.demo3@sbschools.org
By hitting the button below, your Logon ID will be permanently changed to the
new one. Once you hit accept, you will be logged out of the system and a new

password will be emailed to you. Please remember that your new Logon ID and
password will be needed to log on after accepting the change.

Accept Logon ID Change Decline and do not remind me Remind me Later

After clicking the “Accept Logon ID Change”, the user will be logged out and a new
password will be emailed to them. They will need to logon with the new email address
and new password.

Add a New Phone Number or Email Address for an Existing Contact
Select the Type

Enter the information

Click the “Save All Settings” button

Add Phone/Email: |Home Phone |~ | 999-888-7777 | save All Changes |

After saving the information, the notification settings will appear and be able to be modified.




Home Phone: [999-888-7777 x| O O O

To Add a New Contact for the Student
- Click the “Add Contact for [Student Name]” button.

Add Contact for Test

Enter in the information for the New Contact
- Prefix: (Optional)
- First Name: (Required)
- Last Name: (Required)
- Relationship to Student: (Required)
- Is Emergency Contact: (Required)
- Yes, Emergency # - denotes an emergency contact
- Not an Emergency Contact - denotes non-emergency who is not a
parent/guardian contact, such as dentist, doctor, hospital, etc.

Add Contact for Test B

Prefix:

First Name: Aunt |

Last Name: Test | v|

Relationship to Student: | Aunt ~|

Is Emergency Contact? | Yes, Emergency 2 |

Add Contact Cancel

Once the Contact has been added their Phone Number(s) and Email(s) can be entered.

AUNT TEST EMERGENCY 2 AUNT OFTIONS

Mo phone number or email addresses on file

Add Phone/Email: |Home Emal |~ || | save All Changes |




Clicking the “Options” link allows you to Change or Delete the Contact

AUNT TEST EMERGENCY 2 AUNT OFTIONS

CLOSE
CHANGE CONTACT
DELETE CONTACT

Changing a Contact, allows their name and relationship to be changed.

CLOSE

FIRST: | |Aunt
LAST: Test v

RELATION:  Aunt v
EMERGENCY? | Yes, Emergency 2 v

After changing a contact’s information, the information is not saved until the “Save All
Settings” button is clicked for that Contact.



