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The Profile Report window will appear.
A Profile Report saves the format of the
report so you can run it when ever you
want.

Click the *‘Add New’ icon

Type in a ‘Promoted/Retained’
Select the “Student_Info_Core’
Table by click the “+’

Double Click on the following
fields:

Name, Last
Name, First
e Select the ‘Student_Misc_Basic’
Table by click the “+’

Double Click on the following
fields:

Grade_Promotion_Status
Local_Promotion_Code
(aka Good_Cause_Promotion_Code)

The selected fields will appear in the box
in the center.
[ J

Click the “Update’ icon

The Report Added box will appear

\- Click ‘OK’

\o Select the report in Report Box

e Click the ‘Start’ icon

An excel spreadsheet will appear with the
information you have selected.
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Highlight all the cells (except for
the first row) (Click on 2’ and
drag to the last row that has
information in it)

Right-Click and Click ‘Delete
Rows’

Then disable the filter by clicking
on Data, then Filter, then
AutoFilter.

Created by Polk County Schools
12/19/05

Help Desk, Ph: 519-8041 or 56663




Genesis Reports
Profile Report — Promoted / Retained

Steps Screen Displayed Procedures
6
= Make sure a cell is highlighted that
J Fle Edt View Insert Farmat Iools@%nduw Help has data in it.
'l b A .
DGR ERY 5 bt i e 2 —=  Click on Data and then click on
5 j z| R Fler b Sort
A [ 8 : D [ & '

7 A [ B [ ¢ | D | E |
1 Student ID Name, Last  Name, First Grade Promotion Status Local Promotion Code
7 [Frme ——— ___ian r .
7] P Select the Sort criteria.
14 Rhriglle. R
5] B R
] el R
% nﬁ"ﬂ ; |_—= Select the Sort by
L8 listin L1 .
T i/ Grade_Promotion_Staus
F Sort by
12 ‘ & pscendng | |L—= Select the Then by Last, Name
113 " Descending /
it Then b .
| L lm—j% /' Click the ‘OK’ button
16 " Descepding B
174 Then by 1
% lﬁ * fscending
0] " Descending
F 1y lisk has
E O Headerrow (" Moheader row
E
|24 Options. ., | oK Cancel |
2] i
g noya B

Created by Polk County Schools
12/19/05

Help Desk, Ph: 519-8041 or 56663




