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

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

• Click Extract Discipline Letters 
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• Click Generate Spreadsheet? 

 
• Type Filename for spreadsheet 

 
• This will generate a Excel 

Spreadsheet, that tells you which 
students are on Incidents but do 
not have a letter printed. 
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