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Mobile Version (Android): Home Page and Roster Tab 
On the Learning Genie Home Page you can see the sites/classes you are assigned to, depending on your role 
(Agency Administrator/Site Administrator/Teacher).  
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  Edit Child  
When on the Roster Page, tap on a child to access the Edit Child page, where you can:  

● Change the child’s name  
● Add profile photo for child  
● Birth date and entry date information* 
● Mark children “with no photo consent from parents”  
● Invite parents and view parent onboarding status (Family Engagement module user only)  
● Move child from class to class (without losing data)  
● Set child as inactive  
● View a child’s rating period 

 
Note: If your agency is syncing children’s roster centrally, all children’s information should be updated by your data 
admin.  
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Portfolio Page  
This page will list all the portfolio notes made about this child.  

Toggle through each child’s portfolio by 
clicking on their faces 

 

Filter the notes by selecting the bars at the 
top of the page (Domain/Work 
Sample/Date). 

 
*The date filter only filters the portfolio notes seen--it does 
not change the rating period. 

Click on the red plus sign in the upper 
right hand corner to add portfolio note 

 

This icon indicates that the portfolio note has 
been shared with families in the Engagement 
program. 

 

 



Copyright Learning Genie Inc. 2015-2022 Only Used for Learning Genie Educator Training  
4 

 

Add Portfolio Note  
1. Tap on the text box at the top to add observational 
notes. 

 

2. Optional: To add media tap on these buttons to add 
up to four photos, a 5 minute video, or a 2 minute 
audio recording. Besides, you can choose Hold to Talk 
to help you write notes 

 

3. Tap on the domain buttons to tag an unlimited 
number of measures. Tap on the “Reference” button 
at the bottom of the page if you would like to refer 
back to your framework. 
Add Custom Tags: Portfolio Collection, Child Goal, 
and Parent Observation from the bottom of the 
Domain List. 
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4. Tag children--you may either tag one child, click on 
the Learning Genie sign to add children one at a time, 
or check the “ Select all” square if you would like to 
tag the whole class. You can also use the “Learning 
Genie icon” to remove any children tagged.  

 

5. Tap on the calendar button to backdate this entry. 

 

6. Save your note--to save on the cloud, tap on the 
check mark on the upper right hand corner. To save as 
draft locally on your device (because you are without 
internet, or because you are not finished with the note) 
click on the draft button. Update and save your drafts 
permanently each day to avoid losing data. 
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Tagging multiple children and measures allows Learning Genie to save teachers 80% of their time 
completing assessments! These tags allow teachers to write one note that gets categorized in multiple 
children's portfolios, as evidence for multiple measures. It also gives teachers opportunities to 
individualize a group note. You may individualize notes after saving a group note--click Edit, deselect other 
children, and add in notes.  
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Portfolio Status  
When on the Portfolio Page, tap on the graph button in the upper right 
hand corner to access the Portfolio Status page. 

 
 

 
Here you can see what measures have been observed and unobserved. Among the observed measures, you can 
see which measures have been rated and not rated. This will help to drive instruction and help to individualize 
lessons.  

Measures will highlight green when rated. 

 

The red dot indicates that there has been new 
evidence added since the last time that 
measure was rated, and will disappear once 
you review the rating. 
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Rating Measures  
1. Click on any of the measures on the Portfolio 
page or Portfolio Status page to access the 
Score page. (You will not be able to click on or 
rate unobserved measures.) Here you can see 
all the evidence tagged with that measure. 
 
You can also use the “Rate All” 

 

2. Using the evidence, reflect on the child’s 
progress.  

 

3. Click on the “Bubble” button to select a 
score. If you are changing an existing rating, 
click on the button with the current rating. 
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4. Select the rating that most accurately 
reflects that child’s ability, and save. 

 

In the “Rate All” feature under Portfolio 
Status will let you rate all activities at the 
same time.  

 
 

 
 

 

Web Portal: Home Page  
The web portal is another way to access your portfolios and reports, and many other web-exclusive features. You 
may access the web portal through almost any internet browser (Safari, Edge, Firefox, Chrome, etc. Internet 
Explorer is not recommended.)  
Features exclusive to the web portal:  

● Datahub - Assessment Program Dashboard - Measures how close teachers are to completing the DRDP, 
allows users to generate Excel files of their portfolios and ratings, and tracks family engagement (if you have 
this feature)  

● Locking and Unlocking - On the Portfolio Status screen, teachers may lock their data to generate reports on 
Learning Genie’s reporting module. Only administrators may unlock child data.  
● DRDP Report - Provides customizable reports to measure progress toward school readiness. (Optional--

not all agencies have decided to implement the Analytical Reports.)  
● Administrative Settings - Allows administrators to import rosters, manage child information, teacher 

information, class and center information. (Administrators receive separate training on admin 
settings.)  

Web Portal Exclusive Portfolio Buttons  
The web portal portfolio page allows you to do almost everything that the app portfolio does. Everything you do on 
the mobile app will reflect on the web portal, and vice versa. (Except for drafts--drafts are only saved on the device 
locally.)  

Quick Search – view portfolio notes from a specific date range  
Class Status – allows you to generate classroom wide reports and individual child report  
Progress Assessment Report – compare last rating periods scores (Detailed Group Rating Report) with the 
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current rating period (Formative Results), and allows you to see which children have been observed for each 
measure (Observation Status)  
Portfolio Status – rate measures for each child, and see which measures have been observed for each child PDF 
– download a pdf version of the child’s portfolio by domain or by date range  
Rate All – use a scoring sheet to rate the measures  
 

 
 

  Dashboard - Assessment Progress  
The dashboard allows teachers and administrators to check on progress toward completing the DRDP, filtering out 
groups by rating period, class, and framework. It allows you to see:  

● How many measures have been observed, the percentage completed, and average notes per measure, by 
class and by child  

● How many measures have been rated, and percentage completed, by class and by child  
● Which children are missing rating periods, or are placed in the wrong rating period  
● Due dates for upcoming rating periods  
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Video: Staff Members | Progress Assessment Dashboard  

Locking Children’s Assessment for Reports 
For agencies using Learning Genie’s DRDP Reports (via DRDP Data Module), all rating data needs to be locked prior 
to reporting. To lock your data, visit the web portal’s Portfolio Status page, and click on “Pre-locking Check” to see 
what information may be missing.  

 
 
 

https://www.youtube.com/watch?v=iML3Jcq-Cmg
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The Pre-locking Check allows you to scroll through the child’s personal information as well as his/her ratings, to 
allow teachers to see what is missing prior to locking.  
 

 

 

 
 

Weekly Email Updates  
Those using the Portfolio feature will receive weekly data snapshots via email. These summaries will be customized 
for administrators, site supervisors, and teachers. Get a quick weekly overview of your recorded notes per measure and 
track number of days remaining until your next deadline. It will also notify you of which children are in which rating 
period alias.  
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DRDP Reports 
 
Parent Progress Report: Provides information from the DRDP assessment about the child’s knowledge, skills, and 
behaviors across a range of areas of development, called “domains”. Depending on the specific version of the DRDP the 
child’s teacher completed, you may have information on the Parent Report for all of these domains or just some domains. 
Each domain is described in a few sentences below the domain name on the report.  
 

○ You can also select the report language to download: 
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Domain View 
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Measure View 

 

Action Plan can be downloaded from here too 
once completed and if it’s signed by both 
parties (Teacher and Parent), signature will be 
displayed on the document. Please note it can 
be digitally signed by the parent. 
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Download PDF Parent Progress Reports 
 

 
 
Class Planning Report: The assessment results are intended to be used by the teacher to plan curriculum for individual 
children and groups of children, and to guide continuous program improvement. This report can only be downloaded one 
assessment period at the time.  
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Group Detail Report: This is a more detailed group report, as this specifies the amount and percentage of children 
scoring per measure on each domain. The report will show all measure ratings for the selected group within the current 
year (to date). Not all children may be rated in all rating periods. This report can only be downloaded one assessment 
period at the time.  
 
PDF view 
 

 
 



Copyright Learning Genie Inc. 2015-2022 Only Used for Learning Genie Educator Training  
18 

 
 
 
Excel view 
 

 
 

Help!  
 

If you are in need of support, there are several resources available to you:  
 

On the mobile device, select the three lines at 
the upper left corner that takes you to the 
Settings. You will find several short tutorial 
videos separated by category.  

Our FAQ section may answer your questions!  

Clicking on “Contact Support Genie” will 
generate an email with your device and app 
information already filled out!  

IT departments should either turn on automatic 
updates, or allow teachers to install updates. 
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On the web portal, you can access our FAQs 
and tutorial videos by clicking on your name in 
the upper righthand corner and selecting 
“Help.”  

 

Or you can click on the graduation cap to 
reach our Knowledge Base.  

 

If you are ever in need of support, you can 
call or email us anytime--our fabulous 
Support Genies are always eager to assist 
users! 

Customer Support Contact Info:  
● 760-576-4822  
● help@learning-genie.com 

 
 

Thank you for your interest in Learning Genie! Please  
feel free to reach out should you have any further  
questions, comments, or suggestions!  

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

https://learninggenie.zendesk.com/hc/en-us


Copyright Learning Genie Inc. 2015-2022 Only Used for Learning Genie Educator Training 
20 

Generating an Action Plan for Individualized Child Goals 

Generating children's strengths and action plan summary reports through the "Automated Action Plan" feature 
is easy. Here's how: 

1. Click on "Assessment Report" and go to "DRDP Report," Then, choose a child's "Parent Progress Report."

2. Go to the "Action Plan" tab.
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3. Choose the 2 child strength and 2 child growth measures, and click the "Generate Report" button. If 
needed, you can modify the report or click the "Regenerate Report" button to see a different version.

Note: you will select up to 2 strength measures/growth measures in different domains. 
Select Simplified at the top of the report.
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After each Growth Measure (Child Goal) on the Action Plan, type “this goal will be worked on 2 times in each 8-
week cycle” for Preschool and 4 times in each 8 week cycle for EHS. 
Click Save when you are ready to print the report.

You can switch between the manual and auto modes before sending reports to families. 

Note: your action plans will not be carried over, but they will still be available once you switch back. 
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Portfolio Printing 
 

o After completing each DRDP rating and tagging appropriate observations as “Portfolio 

Collection”, log in to Learning Genie using the Web Portal https://www.learning-genie.com/ 

o Select your class 

o Select the appropriate child 

o Click on “Quick Search” and select the appropriate rating period. (example: 07/09/2018 - 

08/31/2018 (2018 Fall)  

 
o Click on “Quick Search” and select Domain Filter  

 

https://www.learning-genie.com/
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o Select “Portfolio Collection” and “Child Goal” from Custom Note Tag 

 
o Select “PDF” Tab 

o Select “PDF by dates” from drop down menu.  (A whole classroom can be run by selecting “PDF 

by dates (whole class)” option) 

 
o Click on “Generate” from the Generate PDF Reports window that appears. 

o When PDF is generated, select Download 

o Select Save on drop down menu 

o Select Save As  

o Use generated file name to Save in M:\_Portfolio\Your site\Your classroom 
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o Print 1 copy, 2 sided, in color for the child’s portfolio binder  
 

 

Tablet Care Guidelines 
 

1. Keep the tablets out of direct sunlight and away from water sources.  

2. Avoid leaving the tablet in vehicles. 

3. Keep the tablets out of reach of children.  

4. Put the tablet away when not in use. 

5. Place the tablet on the charger at the end of the day to receive updates to the Learning Genie App and 
to fully charge the tablet for the next day.  
 

6. Keep the charger in the same location so that it is easy to find. 

7. Clean the tablet screen with a damp soft cloth.  

8. Keep the protective case on. 

9. Store the tablet screen side down whenever possible. 

Call the Child Development Department (x1040) if you are experiencing difficulties in the functioning of the 
Learning Genie application.  
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