Attendance Report

In the Gradebook, Go to the ‘Reports’ tab at the top. Just roll the mouse over the tab and you'll get a
drop-down box. Under the Attendance section, select ‘Detail Report.’

Click on ‘Add a New Template’ on the right. Name your template and save.

On the next pop-up, select the box for ‘Display Attendance for Term’ if not already selected. Choose
‘FIN’ from the drop-down box to see the entire year.
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Click on the Absence Types button. By default, all absence types are selected. In the bottom box called
‘Available Other Types,’ choose the ‘Remove All’ button (those are actually present codes, not absent).
That will move the codes to the box on the left side of the screen. All other types should be on the right.
Save.
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Under Options, you can choose to insert a page break after each student. That’s up to you.

If you choose ‘Print Only Attendance Totals,” you only get the total for each student. If you leave it
unchecked, you’ll see the actual dates the student missed. Save. Print.

If you ever want to edit your template, choose the button ‘Modify Parameters of Template.’
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