
Step 1: Login to the Genesis Parent Portal: 
 

 
 
Step 2: Click on Attendance” on the left hand side of the screen: 

 
 
Step 3: Click the “Notify Office” option that shows under “Attendance”: 
 



 
 
Step 4: Fill out the “Notify Attendance Office” with the type of attendance (Absent, Tardy, 
Early Dismissal), as well as the Date, check off which students this will pertain to, and fill 
out a reason for extra context: 
 

 
 
Step 5: Click “Submit to Office” 


