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Running MBA Reports in the MBA Report Creator 

This document will allow you to run reports from the MBA Report Creator. 

 
Overview 
This document will cover the following process:  Running Reports from the MBA Report Creator 
  

Step 1-Select the Student(s) you would like to run a report for or make selection on the Run Reports 
             page 
Step 2- Navigate to the MBA Report Creator-Run Reports page 
Step 3- Select the Report you would like to run and select options for running the report 
 

 

Running Reports in MBA Report Creator: 
 

1. Select the student(s) :    

 From the Start Page select the student(s) you wish to run the report for, keep in mind if you 
wish to select an entire grade or all student’s in the building, you can do this from the Run 
Reports page 

 
2. Navigate to the Report Creator-Run Reports page:   Start Page > MBA Plugins > MBA Report 

Creator > Run Reports 

 

 Make Selections based on the following: 
o Report to run from the dropdown menu 
o Student Selection-All Students in the building or Current Selection 
o Grade Level-you can select the grade level to run the report for 
o Sort Order-You can sort by Student Info or Period 
o Can include Dropped Courses if you check the box 
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o Can Include Transferred Out Students if you check the box 

 Click Generate Reports 
 

 

 
Once the report is finished running you will be on the Print Preview Page 

 
 

 


