Genesis Student Information System User Documentation

STUDENT DATA: STUDENT LISTS

Add Students to a List

Q-0 NG LPLe S5 PULle3 e e
Genesi o e I J o -
How Da L. Choose... (¥ Inbox (0}
LT ERVE R Ragistration Scheduling Next Year Scheduling | Grading | attendance | Calendar  Transcript
" Student List | Edit Lists Labels Set Next School & Grade  NJ Testing  Data  Reports
¢ | student Data.Student List -
Student Search Form
Schools: 3002
Check the checkboxes =
Status: Active Students Only v
of the students you are  frecon
selecting. s
Search Reset
First Nama School HE GR  Gender Enroliment Status PL =
ARDUL - HAKEEM SAKINAH Lo Lo = . ACTIVE lsj
-RAHEEM g:: 3 AET - - - CTIVE |
4 I e “1 ldentify the listto whichto [ =
@ | smnavia «f_add the selected students. crve &
0 ABREGO PATRICIA 7 T8 ™ INACTT )
O [« ABREV 'L?L:\\:S( 2002 D202 1 M ACTIVE )
= ACOSTA :alLle:s quib PR |
late boys - ¢
0 ACSTA s Click the “Add checked g
O ADAM it one . -
: | students to the list’ radio
O o <.,...; y i)
0 ADAMS ] 47 ANDRICO button RER |-S|
0 ADAMS E:::S:E CARL |
0 ADESHINA el SAMUEL 11 M ACTIVE
] ADEVA i RICHELLE GYM-P . . ,
e st S Click ‘oK’ to
< perform the
(®) add checked students ko this kst: | Mykids2005 D) add checked students to a new kst: -
2,300 Students, Operatl On
48] 2306 students.
Figure 1 - Student Data=>Student List: You can repeatedly and easily add students to any existing

list.

Adding Students to an Existing List Students
1. Go to the Student Data>Student List screen

2. Click the *Reset’ button to clear any left over search criteria.

3. Enter whatever search criteria you wish in order to locate the students to add.

4. Click the “Search’ button.

5. When the search returns, click on the “Add checked students to list” radio button

at the bottom of the screen (actually, this should be the default — but check).

Click the checkboxes next to those students you wish to add to the list.

7. Locate the name of the list you are adding to in the “List Names” drop down
corresponding to the “Add checked students to list” radio button at the bottom of
the screen.

8. Click oK to add the checked students the list.

S

This adds students to an existing list. Now, every time you use the updated list, the
students you just added will be included in the operation.
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Genesis Student Information System

What if the List is a Shared List?

User Documentation

If a list is a shared list, all users who share the list will see the new students who have

been added to the list.
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Smith, Joe
Smith, Kevin
Smith, Meg
Smith, Nan
Smith, Steve
Smith, Tom

Williams, Ann
Williams, Beth
Williams, Sam
Williams, Vic
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