Genesis Student Information System User Documentation

“Copying” a Student List

There is no one-click “Copy List” operation. To copy a list, do the
following:

Go to the Student Data—>Student Search screen and do the following:
Click the “Reset” button to clear any existing search criteria
Select the list you want to copy from the Student Lists drop down
Click the “Search” button to load the students on the list

Click the “Select all students” checkbox in the list’'s header bar
Click the “Create new list” radio button

Enter the name for the copy in the “New List Name” field

Click the “OK” button to create a new list (that is, the copy)
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Figure 1 - Student Data->Student List: Procedure to Copy a Student List

What if the Copied List was a Shared L.ist?
If you copy a shared list, the new list is your own private list: it is not automatically
shared. If you want other users to see it you must share the new list with them.
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