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September 7, 2016


To:

Dear School Owners and Financial Aid Personnel,
RE:                 Reminder on how to view reports that move to Batched Reports 

This email is to remind you of the reports that move to batched reports once generated. Please see the screenshots below, it is an example of the Student List Report. 
Registrar: Registrar Reports: Student List [4501]
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Once you select the criterias you will like to generate, you will get this pop up message:
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To hide that pop up message, you simply click the box and it will hide. At the very top on the RGM website, you will see above your school name, Batched Reports:
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Once you click on Batched Reports you will get this screen, you will then click on the blue student list link or on the action that is circled below: The report will then come up.
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Please remember that not all reports you generate will show up in Batched Reports, only those that give you the display message that the report was added to Batch Queue.

Thank You
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