Counselor Instructions for Genius SIS

To begin, log in to the NSO Genius page:
http://mn.geniussis.com/PublicWelcome.aspx?id=2

There is also a link from the NSO website: www.northernstaronline.org
Username: your email address
Password: set by you
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WELCOME TO NORTHERN STAR ONLINE!

We are happy you have decided to join us, and we are looking forward to providing you with a comprehensive and
rewarding learning experience.

Login
Password
Creating your student account and identifying which courses you are interested in is the first step. Once you have your
account, you will be able to login and request registration in online courses.

Login
Forgot your Login and/or Password?

You will also be able to use the same account to login and check the status of your course registrations, communicate
with the online program, access your grades, course history and information, calendar events, request new courses
and much more.

NEXT STEPS:

« Upon creating your student account, Northern Star Online will notify your parent/guardian and local
school district representative of your new account via email.
« Parent/guardian will login to approve your intent to enroll in an online course and affirm their review NEw TO NOQNTHERN STAR ONLINE? £
of the program and understanding of the expectations of online learning enroliment. | ‘
* Local school district representative will login to verify their review of the course syllabi and that the
course you have chosen will meet the district's graduation requirements.
« Northern Star Online will review the new student account and course reguest(s) and notify all parties
of your enrollment status.
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1f you are a user, you should start by creating your account.
Click here to gl started.

During this initial registration, you will be asked to provide information about your parents or guardians
including their email address. They will be sent login information via email that will give them access to the
parent's portal to keep them informed about your progress in online courses and other announcements.

If you have any questions about the registration process, please contact us or visit our website:
www.northernstaronline.org

Contact:763-550-7187 or enroliment@district287.org

If you forget your password, you can have it reset here.

Note: Students can create their own accounts on the site, and should be encouraged
to begin the process here once the system has become familiar.

Counselor accounts will need to be created by the online program so they can be
linked to the correct school and district.

Parent accounts will be created when student accounts are set up. Parents will
receive an email notification when an account has been created for them.



Counselor welcome page

On the welcome page, you can navigate to a number of key areas:

View a list of all students View a list of all enrollments Run a report:

Click the “Students” tab Click the “Enrollments” tab Click the “Reports” tab
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Find a student:
Enter part of the student’s
name and click the blue icon

Change your account info:
(Click “Edit Account”)

Go to Course Requests:

Click the link to go right to
the request list




Course Request Page

To view all course requests, choose “Course Requests” under “Favorite Reports.”

Click “Get Data” to view all
course requests for the year

Use the filter menus to
narrow the list by category
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General Reports

Overview

Communications

TN Activity

=# Completion

Enroliments

Reports

Search criteria:

User: Counselor Demo | Settings | Sianout | |

e

J Add to favorites & Prin| page Export Results to Excel

School: [ Select...

Requested By: | Select...

Program: | Select...

Start Date: |_Select...

Department: | Select...

Course: | Select...

School Verification: | Select...

Guardian Affirmation: [_Select...

]
]
Term: [ Select... )
]
)|

Counselor: | Select...

Enrolled: [_Select...

Get Data
There are 13 records matching your criteria:
fa Enroliments
| Enrollment History Enroll  Student Course Term GuardianApproval  School [ Segmant [T
Date By on Date
Course Requests
el Advanced NSO Spring
n
— o TesDemo e Sott AFFIRMED VERIFIED Sem A 02/07/2011  Voss, Jon 01/19/2011 04/18/2011
(=] Test, Demo cvdr:::e’d IzigﬁSpnng AFFIRMED VERIFIED Sem A 02/07/2011  Voss, Jon 01/19/2011 04/30/2011
, Admission NSO Spring
] Test,Demo  Chinese 5 Sott WAITING_REVIEW WAITING_REVIEW 04/04/2011  Test, Dad 05/09/2011 03/31/2011
o o Sample Course NSO Spring  crpmep VERIFIED 04/04/2011  Demo, Counselor 03/31/2011  04/18/2011
aj Finance 2 2011
=] ?am"'e Course ggﬁs"””g AFFIRMED VERIFIED QA 04/04/2011  Demo, Counselor 03/31/2011 04/18/2011
3 .
) R =] el Sample Course | =0 5P | \cerpmen VERIFIED Sem A 04/04/2011  Voss, Jon 04/01/2011
Studentt 2011
NSO b
5 oynamic Rapors o Test,Demo AP US History i;;nlmer AFFIRMED VERIFIED Sem A /2011 Test, Demo 04/30/2011 04/30/2011 3
C y - <>y

Click a student’s name to go
right to their account

Sort by clicking on any
column heading to sort by
that column

View student requests and
the status of sign-offs from
guardians and counselors




Student Page

To approve a request, enter a request, or check student information: click on a
student’s name from any of the previous locations. The student page will appear.

Review basic student

contact and guardian info
y A

| - User: Counselor Demo | Settings | Sign out |
“Northern Online —

MyGenius Students Enroliments Reports

A Test, Demo & Print page Export Results to Excel

- © Basic Information

Main Page Student ID: 3498 Preferred N h f : .
Name: 7o, ol s« | GO to other functions:

Gender: Male St

el p— | Edit student info

Drop Requests
Phone: 555-5855

~-i| Check and approve requests

External Files

View Calendar mail: K s
«| Check and approve drops
LMS ID: Counselor Pl
_ Mistoric oata <ot| View and Print Transcripts
o Guardian 1 First Name: Dad Guardian 2 First N
Student Lox
Guardian 1 Last Name: Test Guardian 2 Last N

View Transcript

Guardian 1 Phone 1 Guardian 2 Pho

Guardian 1 Phone 2: 55! Guardian 2 Phone 2

Guardian 1 Phone 3 Guardian 2 Phone 3
Communications Guardian 1 Email: dadtest287@gmail.com Guardian 2 Email
View Communications

Add Communication

© Academic Snapshot

Enroliments

e

This student is currently enrolled in 2 section(s)
Current Enroliments

Snapshot Semester Section Teacher StartDate Grade Progress Type Assignments LastActivity
Pacin, Spring 2011 CnstLwSA SP11 Christopherson, Sarah 05/02/2011 TU 00of 10

e Summer 2011 APUSHSA SU11 Rien, Greg 06/13/2011 U 00f 52
Student Activity

Enroliment History
@ Recent Communications

B actions Here are the last communications with this student R .
e . e s | View key student activity
Demo, Counselor 5/17/2011 11:37:02 PM Email Follow u; ] 1 .
Voss, Jon 5/10/2011 12:37:39AM  Email Course Dperped | information:
Voss, Jon 5/10/2011 12:24:53 AM Email Course Dropped | E nrollments
Voss, Jon 5/10/2011 12:09:01 AM Email Grade Report
Voss, Jon 5/10/2011 12:03:47 M Email Grade Report As Signm ents Complete d
Go to specific screens Communications
. Recent Activit!
fo r fu rther detalled °»<c~c is the s:uucm‘sy.m vity in the last 7 days ACtiVity
progress info

Date
Mon, May 23
Sun, May 22

0
0
Sat, May 21 0
Fri, May 20 0
Thu, May 19 0
Wed, May 18 0
Tue, May 17 0

0

Total (0%)



Student Information

The entry of basic student information (MARSS#, demographics, etc.) is done under
“Edit Information.” Once this is done, it will not need to be done again for any
further requests, adds, or drops, which should save considerable time.

Northern Online

MyGenius

A Test, Demo

Main Information
Edit Information
Reguested Courses
Drop Reguests

External Files

View Calendar

Historic Data
AN
Student Lo

View Transcript

Communications
View Communications

Add Communication

Wt | Enroliments
Current Enroliments
Snapshot
Pacing

Gradebook

Student Activity

Enroliment History

X Actions
-

Send Emai

Students

Enroliments Reports

Basic Information

Online Learning Program | Northern Star Online =l

Last Name: Test
Middle Name:
Phone: 555-5555
Gender: [ale =

Email: stgenius287@gmail.com
(this will be your Genius login)

Address
Street: 555 5th
State: | MINNESOTA |
County
Lives with: | Both |
Guardians

Guardian 1
Relationship: | Father =l
Last Name: Test
First Name: Dad
Street: 555 5th
City: Minneapolis
state: [MINNESOTA 7]
Zip: 55555
County
Phone: 555-5555
Phone 2: 555-5555
Phone 3

dadtest287@gmall.com

Email

Add district-level
demographic info:
MARSS#

Home Language
Ethnic Code

ELL

At-risk

IEP

(Please use a different email than the student's)

Program Information

User: Counselor Demo | Settings | Sign out
L

& Print page

Local District Student ID

Number
First Name: Demo
Grade Level: | 10 |
Cell Phone: 123-4567

Date of Birth: g/g/1999
(MM/DD/YYYY)

Status: [ ACTIVE =

City: Minneapolis

ZIP: 55555

Connected By: [_Select... )

Review key student and
guardian contact information,
grade level, date of birth, etc.,
and edit as necessary

State: [_Select... =]
Zip
County:
Phone:
Phone 2.

Phone 3

Email
(Please use a different email than the student's)

School District: I INTERMEDIATE SCHOOL DISTRICT 287 (06 - #0287)

7| (choose from the drop-down or start typing the district name)

School Name | NSO - INDEPENDENT STUDY

Counselor Name | Counselor Demo |

Additional Infol

MARSS ID Number

Schedule Type [_Select... )

’ Ethnic Code [_Select... 2]

Home Language | Select.

—

Meets the graduation incentives for at-risk students | Select... ¥ ]

Receiving ELL _Select.

Immunization records on file | Select... ’ ]

Student has an active IEP on file ||

<

Be sure to click “Submit” to
submit 4| save the changes.

Note: This only needs to be done the first time a student enrolls, or if they need
information updated.



Course Request Entry, Review and Sign-off

Click on “Requested Courses” from the student page to see their requests.

To enter a new request for a
student, click:

To review, edit, or sign off on
an existing request, choose

from the drop-down menu

“Add new course request”
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MyGenius

Students

Enroliments Reports

A Test, Demo

Main Information
Main Page
Edit Information
Requested Courses
Drop Requests
External Files

View Calendar

Historic Data

Communications

View Communications

Add Communication

Enroliments
Current Enroliments
Snapshot
Pacing

Gradebook

Student Activity

Enroliment History

F Actions

Send Email

& Printpage

“OR-
Please select an existing request: | Sample Course - NSO Spring 2011 (Sem A)

Basic Information

Page can be printed for
paper sign-offs or review

Term: | Spring 2011 =l

Course: | Sample Course - 00000 (NSO)

Segment: [ Sem A

Please read carefully the description of enroliment types

O PH: I am a private or home schooled student and will pay tuition for which I will be billed
(O su: 1 am a public school student and this course work will substitute for a class period in my regular schedule

O 15: I meet the criteria for at-risk graduation incentives and will take the course IN ADDITION TO A FULL SCHEDULE
at school through independent Study (counselor must verify)

(® TU: This course work is being taken in addition to a full load at school and I agree to pay the tuition

Start Date: 5/9/2011
End Date: 6/3/2011

credits [ 0.5

Reason | Course not offered at School

My current grade level is | 10

Midpoint Information

Check one of the options:
(O The student has notified our district before the midpoint of the enroliment term.

Midpoint Date 1/1/1900

Graduation Requirements
[0 he course meets the enrolling district's graduation requirements

Check one of the options
(O student is enrolling within the 50% OLL supplemental registration limit
O Enrolling district waives 50% OLL supplemental registration limit.

(O separate agreement has been made for exceeding 50% registration limit.

Authorization Information

Verified by Local School:

g
= | Basic course request info

pre-loaded based on student
entry—can be edited

(O The student has NOT notified our district before the midpoint of the enroliment term, but we have elected to waive this requirement.

(O The student has NOT notified our district before the midpoint of the enroliment term, and the student is responsible for the paying of tuition.

School info needs to be
entered here based on
regular state form checks

elect...
Affirmed by Guardian :
rmed by GUArdaN | warTING_REVIEW
I am submitting my secure digital si verify NOT_VERIFIED r

/ save Delete

Cancel

/

N\

Be sure to click “Save” to
keep the record and your
sign-off.

Sign-off done electronically
by choosing option drop-
down, and entering initials

Note: Parent approval is also necessary for course requests to be accepted.



Drop Request Page

Click on “Drop Requests” to view, edit and approve student requests to drop
courses.

To enter a new drop request To review, edit, or sign off on
for a student, click: an existing request, click the
“Request new drop” icon next to the request
/ pe - User: Counselor Demo | Settings | Sign out
Northern * - Online — ey —

Print page T  Export Results to Excel

A Test, Demo &

= Main Information Request new drop
Main Page -
5 There are 5 dropsgfuested for this student:
Edit Information
Edi! O School I Reason Requested By Requested On
Requested Courses
ample Course WAITING_REVIEW APPROVED Course is not interesting Demo, Counselor 03/31/2011
Drop Requests
/ Chinese 5 WAITING_REVIEW APPROVED Course is too hard Test, Demo 03/31/2011
External Files
View Calendar CHE20EE
elor 04/30/2011
Course: [ Select... ~|
elor 05/01/2011
© Mistoric Data Reason: [ Scheduling conflicts |
)

School Verification: [ WAITING_REVIEW

Student Log
View Transcript Select...
WAITING_REVIEW
NOT_VERIFIED
—

Communications

b
View Communications

Add Communication

To sign off on a request,
choose from the drop-down
options, then click “Save.”

Note: Parent approval is also necessary
for drops to be accepted.




View Transcript Page

Click “View Transcript” to view and print student transcript.
To print or save copy, click “Export to PDF”
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MyGenius S tudents Enroliments Reports

& Printpage

Main Page GENIUS OFFICIAL STUDENT TRANSCRIPT R Export to PoE
Ed ation
- Student Name: Test, Demo Student ID: 3498
L DOB: 09/09/1999 Address: 555 Sth Minneapolis, MN 55555
Course Segment Section Term Grade Attempted Earned  Start Date End Date Teacher
e Sample Course 2 Sem A Samp2 SA NSO Spring 2011 0 0 04/04/2011 08/21/2011 TBD, TBD
Sample Course 2 QrA Samp2 QA NSO Spring 2011 C 0 0.5 02/07/2011 04/17/2011 TBD, TBD
Rt Sample Course 2 Sem B Samp2SB NSO Spring 2011 w 0 0 04/04/2011  05/27/2011  TBD, TBD
Vivw Transcript Sample Course 2 Sem A Samp2SA NSO Spring 2011 WD 0 0 04/04/2011  08/21/2011  TBD, TBD
Sample Course Sem A SampSA NSO Spring 2011 150 05 0 02/07/2011  06/26/2011  TBD, TBD

Communications

Cumulative Credits: 0.50
2.00
2.00

Add Communication

7\f Enroliments Transcript generated on 5/24/2011

Notes on transcript headings:

* Course: Subject studied

* Segment: Portion of the course CONTENT that was studied

* Section: Section heading that combines course, segment and term
e Term: Time of year the work was done

* Grade: Final grade assigned by teacher

* Attempted: Credits normally associated with the segment

e Earned: Credits earned based on work completed

For further grade information, see www.northernstaronline.org




