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

ﬂstudent Records - Dcunha {Duggan), Davidee
File Student Wew Help

Dcunha [Duggan). Davidee ASSESSmemsl

Examsl Choicesl Nolepadsl Custom Fieldsl Tlansportaliom' Libraryl Discinlinel Lockerl
Blograuhmsl Familp/Contacts | Emelgeﬂcyl Enrolment  Attendance | H|slur5,l| Timetable | Ach\evemenll

1=l E3

Letters: DJA 9000056

Status: This Year and Next Year - Taday's Attendanc

Home Schook Yes X
Per.  Class Office:

GM Student [D: 107589066

oL —

MAT17593e Mot Entered
LDC2230f Not Entered
MRCZ001g Mot Entered
TRADESh Mot Entered

Teacher In/0ut

Mot Yet Reported
Mot Yet Reported
Mot Yet Reported
Mot Yet Reported

Birthdate: 0972471995 Az 18 @ eyl

Gender.  Male Grade: 11
Def Char: 0 0 0 0
Homeroom: Mot Assigned

- Attendance Notes—]

On the student’s Attendance tab, click

Print Register to produce an

attendance report for the student

< ¥ Include Legend )€

Ethricity:  Mon-Aboriginal

—Step To Another Student

[phateteal =] P
Alphabetical -
Previous | Mewt | Selest | Motes | Edit Register ‘ : Print Fegi le__r_j) Fririt Per. At Edit

N

(1240322013 [11:03 &M

ﬂPrint Individual Attendance = =] |

— Beport Type
" Full day absence

. - . : &
{* Presence az a % of poszible days €

Select Presence as a % of
possible days option

— Report Parameters

[ Include Address Information
[ Include Code Summary

[ Include Attendance Maotes

[~ Exclude emergency notes

First Afternoot Period: |3
Grid Line Size:

Include Legend of special
codes in the report

. 2l
Wiew <1

Click View to produce
the attendance report




How to interpret the attendance report

Below is an annotated sample attendance report. Monthly Accumulated
attendance attendance
Holiday (h) — no school for students percentage (%) \/ r:zrcentage
YWeek #2 YWeek #3 YWeek #4 YWeek #5 Absences Lates
2012 -2013 g\Tu We Th Fr Sa So Mo Tu We Th Fr Sa Su|Mo Tu We Th Fr Sa So (Mo Tu We Th Fr Sa Su|Mo Tu We Th Fr Sa Suo [amfpm tot acc tot% | Jace Jamfpm tot acc
02 0 05 |05 07 B8 —4a—H—2HI—H—5—t6—+7—+8—48-120 21 22 23 24 25 2B |27 28 29 30 31
August b hlh h h h h h h|h h h h h h hlh h h h h h * 00 04 0 1004 [100%o0 0 O
03 04 05 06 07 0B 08 10 11T T2 T3 T4 15 T6 [T7 T8 T9 20 2T 22 23 |24 25 26 27 28 23 30
September |, . L T N AT | P L = = om oMs 023 |10y |04z B B
01 02 03 06 0 0 11 13 14 5 22 23 24 27 28 |29 30 31
October |, ( BE '(h A LA *<m L AL LA 2/ 2wl 2wds | 88%||oaw |sn & 12
0702 03 04 6\07/08 11 12 13 T 15 16 1748 |19 20 21\2‘é 26 27 26 29 30
November Ufgr * = F/ /Vs ﬁﬁ* = |h o & L NLT oL ,i{\}\ . Lo 10 wns 32 |ovw||esw f2s 7 19
03 04 05 0F 07 0B 09 12\13 14 \15 16 [17 18 19\ 20 21 22 24 25 26 27 29 30N31
Decermber |, Pyt L \u A\ - A A\A AL 7 Xh h h h hé\* = |n 87 7ws 10%77 | 50w |eew |2 8 25
0z 04 05 06 |Of 08 09 10 11 12 13 |14 16 16 (7 18 19 20\[21 22 23 24 25 27 |28 30 31
January N IX NL.‘\ . *X* Cow N e e ex groex ex T\ 7 |ex N A 32 2wi4 1391 |82%||esw |12 4 20
01 02 03|04 05 06 OF 08 09\10 |11 12 13 1% 16 16 17 |\B 19 20 21 22 23 W4 |26 26 27\28
February / bor v || A-’)\ Ls *\ . \ gr ¢ * k b b b b " \Xu . \ 11 113 14104 |92%||s6% |33 & 35
01 02 03 |04 06 07\08 09 10 |11 12 13 14\ 15 16 17 |18\ 19 20 21 22 23 24V26 26 27 28 30 31
March / JYRE A\fL Ls IA\LIA* *\i [T, NL\LIL* - .B\L;AA O AN \Eh\\ = |67 w6 20w120 59% | |s2% |4 7 a2
_ 01 02/03 04 05 06 07 |08 109 10 11 {2 13 14\[16 16 17 18 {9 20 21 |22 3 24 25 26 27 28 |29\ 30
April h h/h hohor ot |a \ noiL Xf ~ oL Lo X . s LILE/L LA L LL = = Aa\g \2;4 317 23w 82% | |ezn |7 15 57
01 02 03 04 05|06 07 08 09 1p 11 12 A3 14 15 16 17 18 19 |20 2)\ 22 23 24 25 26 |27 2§ 29 30 31
Way / . .ot X/L Lo j\ o }& LiL A Lf fl_\ = |n IL\ LLLL L = = | :\LIAN . >\3sz22 271159 | Ba% | [83% |9 17 7a
03/04 05 06 07 08 09 |10 1\ 12 13 14\15 16 [17\ 18 19 20 \ \ \ \
June / \ \ \ \ X 00 oo\ 27159 | 1009 |s3s oo o 74
Board day (b). Used for Holiday (h) Late in the Not registered (*), Late in the Present all day is
inservice, for example. morning, Absent (the weekend in morning, Present i Sl
No school for students. in the afternoon this case) in the afternoon e e() il
\ o
Absent in the Suspended

morning, Present
in the afternoon




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!

Check Individual if you want to just include one grade,
Select Presence as a % of possible days then pick the grade. To include all grades, leave it blank.
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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
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