
 

HOW TO PRINT ATTENDANCE REPORTS FROM MAPLEWOOD 

This document explains how to print three types of attendance reports from SIS: individual attendance reports, monthly attendance register (for 
larger student bodies), and Principal’s Monthly Attendance Reports. 

Individual attendance report 

1. Open Student Records, search for the student and open his/her record 
2. Go to the Attendance tab 
3. Click on Print Register 
4. Select Presence as a % of possible days option to produce a report with attendance rates as percentages 
5. Select Include Legend to add the attendance codes to the report 
6. Click View and the report will be generated 

  

On the student’s Attendance tab, click 
Print Register to produce an 
attendance report for the student 

Select Presence as a % of 
possible days option 

Click View to produce 
the attendance report 

Include Legend of special 
codes in the report 



 

How to interpret the attendance report 

Below is an annotated sample attendance report. 

\ 

 

  

  

Accumulated 
attendance 
percentage 

Monthly 
attendance 
percentage (%) Holiday (h) – no school for students 

Holiday (h) Board day (b). Used for 
inservice, for example. 
No school for students. 

Absent in the 
morning, Present 
in the afternoon 

Late in the 
morning, Absent 
in the afternoon 

Suspended 

Not registered (*),  
(the weekend in 
this case) 

Late in the 
morning, Present 
in the afternoon 

Present all day is 
indicated by a dot 

(.) 



 

Monthly attendance register 

The monthly attendance register can be printed to view the attendance of a number of students at at time for a given month. It can be produced 
for a grade, homeroom, inquiry list, and so forth – even the whole school at once. 

1. Go to Attendance, Print Attendance Registers, Monthly Attendance Register 
2. Select Presence as a % of possible days option to produce a report with attendance rates as percentages 
3. Selec the Month from the dropdown 
4. Check the box for Include Legend 
5. Under Select Order, select one of the options, such as Grade if you want to see a report for a specific grade 
6. Click View to move to the step where you pick the grade(s) 
       7. In Select Method screen, check Individual if you want to produce a report of a single grade (otherwise leave it unchecked) 
       8. Pick the grade(s) from the dropdown(s) and click OK! 
 

 

 

 

Select Presence as a % of possible days 

Select the 
Month 

Check Include Legend 

Click View to move to the next step 

Check Individual if you want to just include one grade, 
then pick the grade. To include all grades, leave it blank. 

Click OK to run the report! 



 

Principal’s Monthly Attendance Report 

The Maplewood system offers a custom Nunavut-style Principal’s Monthly Attendance Report that the DEAs and Superintendents are familiar with 
from the pre-SIS era. The report summarizes attendance by grade (page 1 of the report) and and, as a new feature, identifies non-attenders (a 
student who has been Truant for at least 60 % of the possible periods during the report month) on page 2 of the report. 

1. Go to Attendance, Print Attendance Registers, Principal’s Monthly Attendance Report 
2. Selec the Month from the dropdown and click View to produce the report 

 
 

PAGE 1: Attendance Summary PAGE 2: Non-Attenders 

  

 

Pick the report Month and then 
click View to run the report 
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