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Printing a Parent Portal Letter (Single)

Periodically there is a need to print an additional letter for an individual student. If you are only needing a few letters
for specific students, then it is easiest to print them directly from Genesis Red School House.

Locating Family Contact Information
1. Click on School Search

2. Search for the student by students name

3. Select the student you are needing the Parent Portal Select the FAM option
to view the Family

Contacts list to select

letter for from the available students in the list

the parent to print the
Portal Letter for.

Account Credentials
1. On the Family Contacts screen, select the

Parent that has a “Y” set under the Portal
column.

S Student: MRS L W B Status: A Grade: u@éﬂ
Bov.amreceanenzong

EXT FAM WD Hs MED ESE FED DEP LUN ELL  MISC ¥OC IRM  MNYR  ADL

Studert D Schook [0511  Giade:[03  Status[o schive [1a1s

2. The Parents credentials will show at the

L. | Schedule
bottom of the grid view* Atondionee
Parent / Guardian / Emergency Contacts |
3. To print the Parent Portal Ietter, CliCk on the _}ﬁ\;;::l Tille ILf.ﬂN-iﬁ Twame Middle Name He\at:::nship Fiiority F'u\zlal :;Drg D‘i'zzi:e
. . . Father 3 5
Parent Authorization Letter icon at the e —
T Coniects Parent MUST have Portal
bottom. oo Access settoa "Y"
Last Name Fiist Name Middle Name Apc before thEy WI" have aCCt
[~ credentials to be able to
tciallen Smeladice print ParentPortal Letter
Eunla:vt Prioity irder F\':lta\ é:ce Pz:!x;:e. :2324531234 (Cmdezszﬁlzr;;ma!ed
Parent Phone Mumbe:
4. The Print Parent Portal / Authorization Letter Dialog box [ Pintfarentpora /uthorieationtener 0 Lo i
Wi” display. School Mumber Iﬁ School Year W
Select the options that you need Student D e

Portal Letter / Document Name [FarentPartallstter doc

a. # of Contacts requiring Letters _ .

Documert Directory |\\dtes-dals\Appllcannns\Haarl\ar\d Data Spstems, Inch\Genesis\Docs\Schaal
b. Which acct credentials Numbes of Cantacts Requiing Letters [1 ‘)
c. Then print the letters

Contact Last Name First Name Portal Access  Print Letter

Father L e hd @ v
Mother - » { r
Guardian

\Js

Emg1
Emg 2

Other

Print Letters !

* Bl 2 & &

Exit
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Printing a Parent Portal Letter (Mail Merge / Mass Print)

Parent Related info:

1. The account credentials listed on the Parent Portal Letter are the parent credentials and password found in
Genesis under the FAM section (these are NOT STUDENT accts, but PARENT acct info). Student acct information
is different and can be found under the DEM section on the Local/DOE-2 tab (See instructions above).

2. Parents ARE allowed to change their passwords, students ARE NOT (passwords changed by parents are NOT able
to be seen in Genesis, only their original assigned PW. If they have changed the password and forgotten it, they
can contact the Helpdesk)

3. Parents should be made aware of the following items

a. If a parent needs assistance with the Parent Portal and it is NOT related to attendance or grades, they
should contact - PortalHelp@Ileonschools.net. or 487-7524 (Helpdesk)
b. http://www.leonschools.net/site/handlers/filedownload.ashx?moduleinstanceid=253&dataid=47&FileN
ame=PinpointParentGuide.pdf
i. Shows them how to setup their profile to self-service password resets
ii. Shows them how to set their e-mail subscriptions (if available for their school site)
c. http://www.leonschools.net/site/handlers/filedownload.ashx?moduleinstanceid=253&dataid=46&FileN
ame=ParentPortal iPhonelnstructions.pdf (for our IPhone users as the login procedures are different)
School Related info:
1. At the bottom right of the sheet, the letters are organized by
a. HRteacher - by Alpha
then within HR by
b. Student - Last name Alpha
2. To print specific teachers letters, simply identify the HR teachers page ranges and print them.

Running a Mass Mail Merge on your Parent Portal letters
1. To run a mass mail merge for the entire school, locate your Parent Portal letter on your DAFS server on the
network * The DAFS servers follow the following format from the Run box: (\\schoolinitials-dafs Ex. \\dtes-dafs
2. Inside the Docs = School folder, you will find the following files:
a. Letter Template - (ParentPortalletter_SYXXData.docx)
b. Data file (StudenParentPortalinfo.xls)
3. Copy both files to your local desktop and then open the
ParentPortalletter_1415Data.docx
4. Select the Mailings tab and then the Select Recipients dropdown

5. Select Use an Existing List
m 4 a0 « =
HOME IMNSERT DESIGM

W
=
= | &
Envelopes Labels | Start Mail ~ Select Edit Highlight Address Greeting Ins
Merge - Recipients = Recipient List | Merge Fields Elock Line
Create ) E Type a New List... L Write & Insel
o B T

Select Mailings Tab

PAGE LAYOUT REFERENCES

‘ | Use an Existing List...
B3] Choose from Outlook Contacts...

BOARD C Select Use Existing List

Forrest Van Camp
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Parent Portal Letter -

H . e
6. Point to the StudentParentPortallnfo.xls file and press Open. SRS -
. . . | <« Docs » School » 1415ParentPortal = | 44 [ll Search 1415ParentPortal ,CT'
7. The Select Table dialog box will open. Press OK. The Mail re— — I
Choose Excel data file | o publicOnasty 4 pame . Date modified Type
R 2012 20135V GB 1091Lincoln_StudentParentPortallnfoxdsx  5/26/2014 4:58 P Micrnsuﬂi
8/27/2014 11:04 AM  Microsoftf

Merge will

8.

BHS O Q0O &

To review the letters, press Preview Results.
9. To Prepare the letters for Printing/Saving you have three (3) options:

be complete.

# mfasimf (\\tis-de
52 WhittleS (\\nas5

ParentPortalLetter_1415Data.doox

x

Name Description  Modifi

Sheetl§

ied Created Type

8/26/2014 3:59:16 PM  8/26/2014 3:58:16 PM  TABLE

All Data Sourc

<

mn
Open

First row of data contains column he:

aders

ParentPortalLetter_1415Data.dog

ACROBAT

REFERENCES MAILINGS REVIEW

FILE

HOME INSERT DESIGN PAGE LAYOUT
=2 it [ B o E=h
= g = E) 5 Due gl (Ml P TNS,
_ _ = : B ¥ Match Fi | [ Find Recipient
Start Mail  Select Edit Highlight Address Greeting Insert Merge Preview ch & | Mergeto
Line Field~ L& Update L Results | [ Check for Errors erge~ | Adobe PDF
e Finish Acrobat

Envelopes Labels

Merge = Recipients = Recipient List | Merge Fields EBlock
Write & Insert Fields

Start Mail Merge

Create

LECR COUNTY SCHOOLS

Edit Individual Documents (creates a single Word file will all letters merged in it)
Print Documents (sends letters direct to Printer — not recommended in case of printer error)

Merge to Adobe PDF (creates and saves a PDF of the file that can then be printed)

MAILINGS | REVIEW ‘ VIEW ‘ DEVELOPER | Al

DO-INS | ACROBAT | Whittle, 5.« = ||

- “p H 4 D »
[5 Find Recipient
[% Check for Errors

Preview Results

Preview
Results

& (=)
ol £
Finish & | Mergeto
Merge = | Adobe PDF
By EditIndividual Documents...

IENRREE TRRNE

€ By, Print Documents..

EL  Send Email Messages...

20ARD MIMEERS
e
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LEON COUNTY SCHOOLS
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Missing Parent Portal letters

1. There will be some students who are missing Parent Portal letters. This is due to the following:

a.
b.

Students enter school after 08/26/14 (last Parent Portal letter account extract date)
If portal access was NOT set to a “Y” in Genesis (under the Family Dem contacts list) prior to the extract,

then they were not included as they did not currently have an account (there will always be some

students missing due to incomplete Genesis records)
To resolve this,

i. Administration or the Registrar will need to identify the appropriate custodial person for that

student and set that person’s Portal Access to “Y”

Phlo Mot % -
Hivailable @ @:I % ﬁ @ @’ '@ “ @ % =k
ExT FaM WD  HS MED ESE  FED DEP LUM ELL  MSC  wOC  IRMN NYR  ADL
Student, @ | Schoot [0571  Grade: 04 Staws [ Sohkve [1314
| Schedule
Attendance
Paient / Guardian / Emergency Contacts
Contact Tite | Last Name First Name Hiddie Hame: HEIathshlp‘F’rmnly Fartal | Home Grades
Mather 2] g B Discipline
¥ | Father wihittle Alfied Edwald —" 8508
Cantact3
| |Contact-4 Missing Portal Access
Contact§ -No Account
ContactB |
KIM| o
Last Mame First Name Middle Name Apg Relationship Titlke Gender
whitte Alfred Edward 1} F h L4
Wark Place Email Addiess
| whittlzs@leonschool:. net F=7
Contact Priority Order Partal Access  User Name -3
m I_Ll Update  Delete
Password:
L Parent 5 Addresses N Phane Mumbers [, Siblings / Custody

Quick Entry

Parent Aul!nmzatinn Letter Student ;Dtes

This is what it will look like after acct has been created overnight. At this point, the school will

need to print their individual Parent Authorization Letters by clicking the icon on the bottom of
that screen

2.

Photo ot
G WS rTal@INSNE © 04
EXT  FM WD HS ESE FED DRP LUN ELL MISC VOO IRN  NYR  ADL
Studean Schook [T511 Grade: [04 Staws[5 senive [1304
I Schedule
Attendance
Parent / Guardian / Emergency Contacts
Contact Title ILaslName First Name Middle Name | Relationship | Priorty | Portal | Home Grades
B | Mother P - M Y |8508: Discipling
Father whitle Alfied Edward F 8508
Cortactd
Contact-4
Contaet5
Contact-& T
K| ParentPortal account will U
Last Name First Name Widdle Name generate overnight Gender
s [F=
i, R p— -
Contso Py rder Potalzosss Uset s e -]
2 Updats  Dslete
Password, Ml
L Parent £ Add L Pl Siblings / Custady
- Print individuals ParentPortal
- letter here the next day
QuickEnty  Parent Auforization Letter  sseemci o veece U

If there is more than one person needing access beyond just the primary contact (Divorced parents, shared

custodial rights, Guardian ad Litem, etc) , the school will have to generate an account for each user that needs

access by following the same steps above for each of those contacts.
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