THE GENESIS PORTAL

Requesting AA&E Activity Reimbursement

AoE Online families may submit requests for reimbursement for Arts, Athletics, and
Enrichment (AA&E) activities via the Genesis Portal online. Follow the steps below to submit
a request.

Gather the following information

- Your student’s Academy of Excellence student identification number
This is a unique number assigned by the school that was emailed to parents.

- The receipt or invoice for the AA&E (Arts, Athletics, and Enrichment) activity saved on your
device as either a PDF or photo to be uploaded

- Access to your cell phone or email address on file with the school to authenticate access to
the portal
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Request reimbursement

1 Click here to go to the online Genesis 5 Enter the information requested about the
Portal. provider.
2 Enter the student’s identification number it e (o vt ek, o
and authenticate access through your cell
phone or email address. e rn o o
Irvabce {nat yet paid; Receipt (already paid)
(IE syt Academy of Excellence gl
Reimbursement Request Diick b walac v drag o
o b i e it ko v Tecuo ke ¥ et e of i ae 3PP 5 70 wpkind ks i
Verify I
Verify your identity Provider sddress & contact

Streed address *

Address line 2

e~ Provider phone *

6 Upload a PDF or photo of your receipt or

Reimbursement Request invoice from the provider.
verify you MEr N CXpEnse. and upioad e receipt 110KES 3 CouDie Of MinuLes.
— 7 Upon completion of the submission, an
i erponl confirmation with a trocklrjg number
will be sent to you. You may continue to
' submit more requests for the same student
o or a different student before ending your
portal session.
Emai Coll phame
= Academy of Excellence
SO S PO B A A TR i Reimbursement Request
Request received
4 Enter the details requested for the AA&E
activity. =
Payment categary * Submit another request for this student
Arts, Athletics & Enrichment [AARE] >
Start a new request
l . I.!..r i Al Ij ilic Enischimant

Which semester |s this for?

Amount (USD) = Purchase date
e e Ry yyy u]

Coscription (what, where, when) *
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http://aoe.portal.genesisadm.com

Receive results

- Genesis Administration will review and process your request for reimbursement within 5-7
business days.

- You will receive an email indicating that 1) the request was approved, 2) more information is
needed, or 3) the request was denied. The email will include instructions about next steps.

- If your request for reimbursement is approved, watch for a communication from Checkbook.
io explaining options for reimbursement: instant payment, ACH, digital check, or mailed
check. Keep your debit card or routing number and bank account information handy to make
reimbursement convenient and easy.
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