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Window Information 
Accessing the Attendance Reports 

1. From the Index, select the Attendance folder by 
clicking the plus (+) sign next to the folder or by 
clicking on the name of the folder. 

2. Expand the Reports folder within the Attendance 
folder. The following reports are available: 
• ADM & ADA Detail 
• Attendance Dialer – for use with Campus 

Messenger 
• Attendance Letters – instructions detailed in 

separate document 
• Day Count 
• Dialer Activity – for use with Campus 

Messenger 
• Dialer Extract 
• Period Count 
• Register   

Generating the ADM and ADA Detail Report 

 

This report calculates Average Daily Membership 
(ADM) and Average Daily Attendance (ADA) based 
on the whole day and half-day attendance minutes 
defined in the calendar or an exact minute setting. 
The report summarizes the data by student, grade and 
calendar for the date range entered. 
 
1. Enter the Start and End Date by typing in 

mmddyy format or by clicking the calendar icon 
to select a date. If these fields are left blank, the 
report will base the calculation on the start and 
end dates of the calendar. 

2. Select either the Exact or Daily Approximation 
option. 

3. Click the Generate Report button. The report 
will display in a PDF (Adobe) document, 
showing the student’s name, grade and number 
and the ADM/ADA calculation. 

Generating the Day Count Report 
This report calculates whole day and half-day 
attendance based on the number of minutes defined 
in the calendar. 
 
1. Select the Grade level to show on the report, or 

select a stored student filter from the Ad Hoc 
Filter dropdown list. 
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2. Enter the Start and End Dates by which to base 
the calculations of this report. If left blank, 
calculations will use the start and end dates of the 
calendar. 

3. Enter the Having at Least and Having at Most 
number. This number determines which students 
should be included. If a perfect attendance report 
is desired, enter zero in both fields. 

4. Select the appropriate Sort Options – by Student 
or by Student Number. 

5. Click the Generate Report button. The report 
will display in a PDF (Adobe) document, 
showing the student’s name and a total number of 
days absent. 

Generating the Dialer Extract Report 

 
 

 
 

This Report will generate a fixed-width file for 
importing into an attendance auto-dialer. Enter the 
date, and it will return the names, phone numbers and 
a period string where the student was absent and the 
excuse is unknown. 
 
1. Enter the Date for which the report should 

display attendance information. Enter the date in 
mmddyy format or click the calendar link to 
select a date. 

2. Select the Format of the file – fixed-width, CSV, 
XML or HTML. 

3. Click the Generate Extract button. The report 
will display, showing the student’s number, 
name, phone number and a list of the periods the 
student missed. This report will only show 
unknown absences. 

Generating the Period Count Report 

 

This report counts attendance marks that meet the 
filter criteria by period. Excuse codes count specific 
values; to count generalized attendance, use the 
Status and Excuse values. 
 
1. Enter the Start and End Date for which the 

report should display attendance information. 
Enter the date in mmddyy format or click the 
calendar link to select a date. 

2. Enter the Having at Least and Having at Most 
number. This number determines which students 
should be included. 
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3. Select the Grade level to show on the report from 
the dropdown list. If left blank, students in all 
grade levels will display. 

4. Enter the Effective Enrollment Date for the 
students on the report.  This date entry will only 
show students that are active as of this date.   

5. Select the appropriate Group Options – by 
Period or by Schedule. 

6. Select the appropriate Sort Options – by 
alphabetical or by Grade/alphabetical. 

7. Select the Status of the attendance entry – all, 
absent, tardy and/or early release. At least one 
option needs to be selected. 

8. Select the Excuse of the attendance entry – all, 
unknown, excused, unexcused or exempt.  At least 
one option needs to be selected. 

9. If using the excuse codes for specific values on 
the report, select the Excuse Codes.  

10. Click the Generate Report button. The report 
will display in a PDF (Adobe) document, 
showing the student’s name and grade and the 
total number of periods that were missed.  The 
report settings that were selected will also be 
displayed.  

Generating the Attendance Register Report 

 

This report calculates whole and half-day attendance 
based on the number of minutes defined in the 
calendar, and displays the result for each day for each 
student for a grade level along with a summary of 
ADA and ADM during that time frame.  
 
1. Enter the Start and End Date for which the 

report should display attendance information. 
Enter the date in mmddyy format or click the 
calendar link to select a date. 

2. Select a Grade level from the dropdown list to 
display on the report. 

3. Enter an effective enrollment date.   
4. Click the Generate Report button. The report 

will display in a PDF (Adobe) document, 
showing the student’s name and a grid of the days 
that were missed. It will also display the present 
days and membership days for each student. 
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