
 

DIOCESE OF WINONA-ROCHESTER 

VIRTUS® - HOW TO RUN NEW MASTER REPORT 

(Also, to be used for a Training Bulletin Report) 

Administration Tab Click on Master Report (2022) 

 

After all selections are made on the report below, you have two options to review the report: 

1. Run Report to Screen 

2. Export Report to CSV. This option is optimal as you can download and manipulate the results. If 

you want to save this report, make sure to save in the Excel format.  

If you run the report as listed below and you have kept, the VIRTUS® website updated for your 

location(s) the information you receive is what is needed to complete the Safe Environment Audit report 

to the Office of Safe Environment the end of May each year. 
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Locations: Select the location you want the report. If there are more than one; select one then press the 

‘Ctrl’ key and the additional locations desired. 

Roles:  Leave this as ‘All Roles’  

Profiles: Leave as ‘All Profiles’ 

Continuing Training:  Leave as ‘All Training Statuses’ 
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The choices with the BLUE checkmarks are recommendations. Once selected they remain set (static) 

unless you change them. 

 

 

5.4     Page 3 of 5    April 13, 2023 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

5.4     Page 4 of 5    April 13, 2023 



 

 

 

The best way to view the report is to Export Report to CSV. This option is optimal as you can download 

and manipulate the results. If you want to save this report, make sure to save in the Excel format.  

 

To run a VIRTUS Training Bulletin report to see who is behind on their monthly 

bulletins click the box “Protecting God’s Children for Adults”. 
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