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Creating a Processing List From Data Mining 

Data Mining works well for creating custom reports, and Processing Lists are great for 

performing tasks on a specific group of students.  In this tutorial you will learn how to create a 

Processing List based on the results of a Data Mining report.  It is assumed that the Data Mining 

report has already been created and is ready to use. 

1. Select the Data Mining report you wish to use to populate your Processing List. 

2. Click the “Print Using Processing List” button on the right (or at the top if you are still 

editing the report).
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3. In the next window, you will see a list of Processing Lists.  If you wish to create a whole 

new list, click the “Create New Processing List” button.  If you wish to update an existing 

list, click on the list name that you wish to update to select it, then click the “Change 

Names in List” button. 
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4. If you are creating a new list, enter the name of the new list in the “Description” box in 

the next window that appears, and then click the “Save and Print” button.

 

5. If you are updating an existing list, you will be presented with four options in the next 

window (assuming that there are already students in the existing list): 

a. Select the first option if you want to leave any existing names in the list and add 

new names from your Data Mining report. 

b. Select the second option if you want to remove all the existing names from the 

list and replace them with new names from your Data Mining report (*Note: This 

will probably be the option that you use the most). 

c. Select the third option if you want to remove names from the existing list that 

are in your Data Mining report. 

d. Select the fourth option if you want to remove names from the existing list that 

are not in your Data Mining report. 

e. After making your selection, click the “Print” button. 
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6. You now have a Processing List that includes all the students who were included in your 

Data Mining report. 
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