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Introduction  
 
This guide shows examples of running the Top 12 Attendance Reports. 
All the reports in this guide given options to choose date ranges for Attendance. 
 

Favourites 
 
Reports can be added to favourites by clicking the Star Favourites icon when you open the Report with the option to 
re-name the report 
 

 
 

Click Add to Favourites 
 

 
 

Change the Name if required with option to Save or Save with current parameters. 
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All Own Attendance Statistics Report 

Reports>Attendance>Weekly>All Own Attendance Statistics Report 
 

This Student List Report shows groups of students attendance by Student Name and a summary at the bottom 
 
This report can display lists of children by Tutor groups, Year Groups, Houses, Classes, and Report Groups  
 
Complete the report parameters as below and then click Preview, in this example (V) Pupil Premium has been selected 
however, you can choose more than one Group Name. 
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AM/PM Attendance Analysis 
Reports>Attendance>Summary>AM PM Attendance Analysis 
 
This Group Summary report gives the choice to report by Default where Year Group(s) are chosen, Group or Student 
with Date Start and End with the added function to split by ethnicity and Display Data Only, Chart Only or Both ( Date 
and Chart) 
 
In the example below (V) Pupil Premium has been chosen with Split by Ethnicity ticked, with White British selected 
 

 
 
Click Preview. 
In this example they are 10 pupil premium students however only 7 have the ethnicity White-British hence the report 
just shows 7 students, 
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Attendance Summaries Report 
Reports>Attendance>Summary>AM PM Attendance Summaries 
 
This Group Summary report gives the choice to report by Default, Group and Student with the added function to show 
attendance summaries for multiple groups and split by gender. 
 
In this example several Groups have been chosen and ‘split by gender’ selected 
 

 
 
Click Preview 
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School Summary Report 
Reports>Administration>School Summary Report 
 
This Group Summary report gives information on Pupil Numbers, Pastoral Factors, Attendance, Behaviour and 
Exclusions with the ability to Include Leavers, set if Statutory Age or all Ages and Filter to Specific Year Groups. As we 
are looking at Attendance Reports the following parameters have been set. 
 

 
 
Click Preview.  

 
Then the following tables split by pastoral groups show data for Attendance Summary, Authorised Absence, 
Unauthorised Absence, Persistent Absence, Educational Activity, Present and Lates 
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Attendance and Punctuality Report 
Reports>Attendance>Summaries>Attendance and Punctuality 
 
This Group Summary report gives the choice to report by Default , Group or Student with Date Start and End 
and gives attendance percentages as well as Number of Lates and Number of Missing Marks 
 
In this example several report groups have been selected from Group > Group Name 
 

 
 
Click Preview 
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Attendance Certificate Report 
Reports>Attendance>Individual> Attendance Certificate 
 
This Individual Student Report gives detailed information on Student Attendance with the option to choose by Class 
( which includes Groups) as well a Student. In the example below we have chosen the (V)Pupil Premium Group. 
 
You then can choose date ranges and further adapt the report to include more information for example Include Late 
Figures or Include Attendance Comments, if you are for example sending the report to a parent you can Show Report 
Footer. 
 

 
Click Preview 
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Attendance History 
Reports>Attendance>Summary>Attendance History 
 
This Student List Report gives the added function to define an Attendance Threshold for selected Classes/Groups, 
Courses or Students. More than one Group can be selected. 
 
In the example below we have selected the (S) Current Students and asked to see Students Below or Equal to 99% and 
include a Target Value of 100% and Include Deviation from Target. We have also asked to Sort by Percentage. 
 

 
 
Click Preview 
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Attendance Percentage 
Reports>Attendance>Summary>Attendance Percentage 
  
This Group Summary Report has the option to include Student Names as well. It also shows Compulsory and Non 
Compulsory Students in the Group Report 
 
In this example 3 Reporting Groups have been chosen, Detailed Student List has been selected and as Breakdown by 
Year has been selected we then have the option to Group On Year Group or Tutor Group/Year Group 
 

 
 
Click Preview 
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Register Audit 
Reports>Attendance> Audit>Register Audit 
 
This Student List Report reports on changes made to attendance marks. You can choose to report by Class, Group, 
Student or Teacher. 
 
In the example below we have looked at a specific Student and defined the register and amendment date ranges, we 
have selected all attendance marks, ticked Include Reason for Change and Include Attendance Mark Comment. 

 
 
Click Preview 
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Commented Attendance 
Reports>Attendance>Audit>Commented Attendance 
 
This Student List Report gives the ability to Report on Attendance Comments with the option to choose Student(s). 
You can also Page Break by Student for Individual Reports 
 
In the example below 2 Students have been selected and all Attendance Codes, Page Break by Student and Sort by 
Register Date have been ticked. 
 

 
 

Click Preview 
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Lateness by Student 
Reports>Attendance>Attendance Code Analysis>Lateness by Student 
 
This Individual Student Report is used to report on Lateness with the ability to define thresholds for minutes late and 
number of lates. Selecting Detailed shows each individual late and if not selected shows the total number of minutes 
late for the defined period 
 

 
 
Click Preview 
Detailed 

 
Not Detailed 
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Blank Registers 
Reports>Attendance>Attendance>Blank Registers 
 
Use this Register report to produce Blank Registers that can be used in the example Staff and Students are asked to 
leave the building for a fire drill or to keep on file in the event staff are unable to log on to access online registers 
 
In this example Period has been chosen to Start at Period 4 and End at Period 5. This will produce individual registers 
for the selected Periods 
 
 

 
 
Click Preview 
 

 
 

This is the end of this guide. 


