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Home 

Introduction to the Home Screens 

 

 
 

There are two screens under  tab: 

 
1. Message Center - The Message Center provides a list of all messages received for your 

student.  There are no settings on this screen – it is an information screen. 
2. Message Alert Setup – This is where you set which Alerts you wish to receive. 

 

To get to the Message 
Center screen, click the 
Home tab. 
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The Message Center Screen & Alerts 

 
The Message Center screen lists all types of messages for your students 

 

Using the Message Center 
The Message Center provides a list of all messages received for your students.  Some of these may be 
linked to Documents or Letters.  There is one Message Center for all your students – all your students’ 
information is located on the same screen. 
 

Anatomy of a Message 
Each Message includes a date, an Icon identifying which module of Genesis sent it, the message itself 
and potentially an additional line of information and possibly View, Link and Delete buttons: 
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 - This is the “View” icon.  If the View icon is present, clicking it will bring up the document or letter. 

- This is the “Link” icon.  If the Link icon is present, clicking it will take you to the screen containing 
the item related to the message.  For example, if the Alert is about a document, clicking Link takes you 
to the Documents screen.   If the Alert is about Attendance, clicking it takes you to the Attendance 
screen. 
 

 - This is the “Delete” trashcan icon.  To remove the Message, click the Delete icon. 
 

 
Viewing the Message Content 

If there is a  button, click it to bring up the document, letter or other content: 

 
Click the browser back button to return to Genesis. 
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When there is a “Link” button, if you click it, it will bring up the Documents screen in the Parents module 
so you can see the full list of Documents for your student: 

 
 
Other Message types have Link buttons that bring up the appropriate screen. 
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Setting Alerts 

 
 

Alerts 
Genesis has the ability to send an alert to your contact emails/text message addresses: 

- if your child is absent or tardy or 
- if a grade is updated in any of their teacher’s Gradebooks 
- If an Attendance letter has been generated for one of your children. 
- For many other types of messages. 

 
Turning On Alerts 

1. Click on the  tab. 

2. At the top, click the  button. 
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3. This brings up the Message Alert Setup screen.  At the top is an explanation of each type 

of Alert.  Below that is a list of all the email address and cell phone numbers on file for 
any of your students: 

 
4. For each email address or cell number, check the Alert checkboxes for the alerts you 

wish to receive. 

5. Scroll to the bottom and click the  button. 
 
Turning Off Alerts 

1. Click on the  tab. 

2. At the top, click the  button. 
3. This brings up the Message Alert Setup screen.  At the top is an explanation of each type 

of Alert.  Below that is a list of all the email address and cell phone numbers on file for 
any of your students: 

 
4. For each email address or cell number, uncheck the Alert checkboxes for the alerts you 

do not wish to receive. 
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5. Scroll to the bottom and click the  button. 

Adding Emails and Cell Phone Numbers to Receive Alerts 

The list of email addresses and cell phone numbers shown on the Message Center Alerts screen 
are those which you have provided for your own personal contact information.  To add cell 

numbers or emails to the list, you must either use the controls on the  screen, or, if 
you are not allowed to change your information there, you must contact your students’ 
school(s). 

 
All of your personal emails and cell phone numbers will be available here – this will usually be a short list. 


