
Quick Steps - Using UM Reports – for AHC Coordinators
 
Web address:  www.umreports.umn.edu  
OR 
Access from One Stop/Staff or Faculty/Reporting/Management Reports 
 
 
Reports will not appear automatically on your Home page, but all reports can be found 
through the Search Reports feature.  You then decide which to include on your Home 
page. 
 

1. Click on Search Reports: 
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2. Enter “major/minor roster” in the first empty field, and click “Search”. 
 
 

 
 
 

3. If you’d like to 
for it every time
name of the rep
your Home pag

 

 

 

 

 
4. Scroll back to t

 
5. On your Home 

 
Student Records Training Team/O

   
 

(612) 625-2803 or techteam@soss
 

move this report to your Home page (so you don’t need to Search 
 you want to run it), place a check in the box to the left of the 
ort, and click Include.  (To run the report without placing it on 
e, simply click on the report name.) 
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 top of the page and click Home. 

ge, click Student Records, and you will see the report. 
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6. Click on the title of the report you wish to run.  Note that clicking on the title 

opens a new window.  Follow the prompts as you click Submit. 
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What can you do with this report? 
1. Using your browser print button, print out the report. 
2. Click the camera icon at the left to see a picture of the student. 
3. Click the ID link to see the student’s Academic Record (similar to a transcript). 
4. Email individual students by clicking the e-mail address link on each line. 
5. Email all students by clicking the ‘Email All Students’ link at the lower right.  

(Please respect FERPA regulations – emails to all students should be sent using a 
‘blind copy’, so student email addresses are not visible to other students.) 

6. Re-sort the report using the  (ascending) and  (descending) arrows in each 
column. 

7. Using the “Save to Excel” button at the upper right, take the data into Excel for 
further manipulation. 

 
 
 
To run a different report, first close the report window that is open, then return to the 
original window (your Home page) and click the title of the next report, which then 
opens another new window. 
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Other Reports that may be of interest: 
 
Class Lists: 
This report will show registration in classes.  Also available is the ability to e-mail all 
students. 
 

 
 

 

 
 
 
Discontinued Students 
This report shows students who have been discontinued in Program/Plan. 
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Class Schedule Summary
This report provides comprehensive class information, and can be used by schedulers to 
verify the submission of scheduling information.  
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