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After logging onto Genesis, the system 
will come up to the Genesis Main Menu 
screen. 
 

• Click the Discipline icon 
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The Discipline Menu screen is displayed. 
 

• Click the Reports Icon 
 
 
 
 
 
 

 
 
 

• Double-click the Report you wish 
to view/print 
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• Select the Selection Criteria for 
your report 

 
• Select the Sort Criteria for your 

report 
 

• Click the Select Records icon 
 

• Pop up box list the number of 
records selected for this report 

 
• Click Show Report icon (this icon 

will highlight after you click 
Select Records) 
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• Click the Printer icon for a 
hardcopy 

 
• Click X to close this report 

 
This report doesn’t print at this time. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


