
Genesis Parent Guide 

Logging in to Genesis Parent Portal 
●​ Go to the Parent Portal. 
●​ Enter your full email address in the “Username” field.  
●​ Enter your password in the “Password” field. 
●​ Click on the “Login” button. 

 

 

 

 
 
 
 

User ID/Password Issues 
●​ If you do not remember your password, you do not need to contact the school/Central 

office to reset your password.  Simply click the “Forgot My Password” button.  Follow 
the prompts to reset your password.   

●​ Your user ID is the email address you provided to the district.  Please be sure to use the 
full email address. This is the same email address that receives all district 
communications.  

Forms 
The Forms Library will display forms that are assigned to your 
student.  The Annual Information Update forms are required.  Failure 
to complete these forms will prevent access to the portal.  You will not 
be able to see your child’s schedule/teacher until these forms are 
completed. 
 
 

https://parents.c3.genesisedu.net/wtps/sis/view?gohome=true


Completing Forms 
Forms that need to be filled out will display under the “Form Library”.   They will be highlighted 
in red and are marked “Not Yet Submitted”.   

 
 
 To fill out the forms, simply click on the name of the form and answer each question 
accordingly.  Be sure to click on the “Update Answers” so that your answers are recorded.   
 

 
 
You will be required to review and confirm your contacts on the Annual Information Update form.  
Click on the link to review your contact information.  You will also be able to edit/add contact 
information.  (See Contacts section below). 

 
 
 
*Please note:  If you have more than one child, you must complete the forms for EACH CHILD.  
The forms will display on one screen for each child.  You must click the name of the form under 
each child to complete the form. 

Switching Students 
The forms page will show forms for all students.  Most pages will only show information for one 
student at a time.  You will need to switch students to see specific information for each student.   
 
To switch students, click on the student name on the blue bar in the upper right corner.  A drop 
down menu will appear with the names of your other students.  Click on the name of the student 
you want to view. 
 



 
 
 
 
 

Contacts 
The contact page will show the contact information for the parents/guardians 
of the student.  It will also show the emergency contacts you provided for your 
student.  You will have the opportunity to make changes to this information 
during the Annual Information Update period over the summer, however, if 
changes need to be made during the school year you can make the changes 
in the parent portal.   

 

Viewing/Editing Existing Contacts 
Click on “Contacts” to view the contact 
information that we currently have on 
file.   Each contact will be displayed in 
their own “contact card”.  If you need to 
change the information shown, click on 
the “View Edit” button.  To add a new 
phone number or email address, click 
on the “Add New” button.  Be sure to 
click the “Save Contact” button after 
you complete your changes.   
You can also give permission for the 
contact to pick up your child from 
school by checking the box next to the 
permission statement. 
  
 

Adding a Contact 
To add a contact in the Genesis Parent Portal: 
 

●​ Scroll down to the bottom of the page and click “Create Contact”. 



●​  A pop-up window will appear.  Enter the following information for the person you would 
like to add: 

○​ First and last name 
○​ Relationship to Student 
○​ Choose the Emergency Contact  # for that person 
○​ Indicate if you give this person permission to pick up your student 
○​ Check the name of student(s) this contact applies to 
○​ Click “Add Contact” 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

●​ You will be redirected to your contact list.  Scroll to find the contact person you added 
and click on “Add New” to add their phone number. 

 
 
 
 
 
 
 
 
 



●​ A pop up will appear with the option to add a phone number or an email address.  Click 
on “Add Phone”.   

 
 
 
 
 
 
 
 
 

●​ Enter the phone type and phone number and click “Add”. 
 
 
 
 
 
 
 
 
 
 

●​ You will once again be directed to your contact list.  Click “Save All Contact” at the 
bottom of the screen. 

 
 
 
 
 
 
 
 


	Genesis Parent Guide 
	Logging in to Genesis Parent Portal 
	 
	 
	 
	User ID/Password Issues 

	Forms 
	Completing Forms 
	Switching Students 
	Contacts 
	 
	Viewing/Editing Existing Contacts 
	Adding a Contact 


