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Campus 
Attendance Clerk’s 

Substitute Attendance Roster Report 
 
Use the Substitute Attendance Roster report to print class lists for a substitute teacher. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

1. From left Index column, click to open 
Attendance folder. 

2. Click on the plus (+) next 
to Reports. 

3. Click to select the Sub 
Attendance Roster 
report. 

4. Sub Attendance Roster report interface page opens. 
 
5. Period: 
 

 Elementary Schools: Select Period AM 
  (Exception: Afternoon half-day kindergarten, select Period PM). 
 

 Secondary Schools: Do not select any period (you will want the report to print for every 
section that the teacher will teach). 

 
6. Teacher: choose one teacher at a time to print. 
 
 
7. Generate Report. 
 
 
To print lists for another teacher, repeat steps 3-7. 


