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1. Click on “Cognos Reporting” to the left. 
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2. Click on “Standard DOE Public Folders Shortcut.” 
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3. Click on “Standard DOE Public Reports.” 
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4. Click on “Discipline Reports.” 
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5. Click on “DOE Discipline QC Reports.” 
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6. Click on “DOE School Conduct QC Missing Action Code.” 
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7. Click to highlight the appropriate school year and building(s).  You can click “select all” to highlight all buildings or hold the CTRL key and click 

on only the buildings you want.  Click “finish” to run the report. 
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8. This is what the final report will look like.  You can click on this icon to save as an excel spreadsheet.  Then select “View in Excel Options” and 

then “View in Excel 2007 Format.”  Open the file in the next window. 
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